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PREFACE 


GENERAL RECORDS DISPOSAL SCHEDULES 


I. PREFACE 


Purpose and Definitions 


These General Schedules apply to all departments and agencies governed by 
the Public Records Order, and their application and use _ should be 
encouraged within all other agencies of the Government of Canada 
notwithstanding the Financial Administration Act. They are designed to 
help and, in fact, they authorize departments and agencies to reduce the 
volume of their active and dormant records and to eliminate dead records 
holdings in certain large common fields of administrative services. ite 
schedules originated from the former Public Records Committee and have 
been planned with several objectives in mind: 


1. to secure standard records retention periods in the departments and 
agencies for housekeeping records; 


2. to eliminate the time-consuming procedure in which each department or 
agency individually prepares schedules for the same categories of 


housekeeping records; 


3. to achieve efficiency and economy in the areas of space, equipment and 
staff through, 


(a) systematic transfer of housekeeping records to dormant storage in 
the departments and agencies or the Public Archives Records 
Centres, and 


(b) orderly destruction of housekeeping records no longer of value; 


4. to ensure the preservation and transfer to the Public Archives of 
Canada of housekeeping records of historical or archival value; 


5. to differentiate clearly between housekeeping records on the one hand 
and operational records on the other hand; and 


6. to aid the development of sound file classification systems in the 
departments and agencies through, 


(a) standardization of records descriptions, and 


(b) suggested arrangement of subjects in a fashion which will 
contribute to good filing methods. 


These General Schedules constitute an actual authority for the destruction 
of administrative housekeeping records. To clarify the purpose of these 
schedules it is necessary to define certain terms: 


(a) 


(b) 


(c) 


Publie Records 


Correspondence, memoranda or other papers, books, maps, plans, photo- 
graphs, films, microfilms, sound recordings, tapes, punch cards, or 
other documentary material regardless of physical form or 
characteristics that 


(i) are made or received by any department in pursuance of federal 
law or in connection with the transaction of public business, 


(ii) are preserved or appropriate for preservation by that 
department, and 


(iii) contain information on the organization, functions, procedures, 
policies or activities of that department or other information 
of past, present or potential value to the Government of 
Canada, 


but does not include library or museum material made or acquired and 
preserved solely for reference or exhibition purposes, extra copies of 


records preserved only for convenience of reference, working papers, 
or stocks of publications or printed documents. 


Records Schedules 
Lists of public records approved by the Dominion Archivist indicating; 
(i) the length of time each type of record may or should be retained 
in the active records areas of departments or agencies before 


transfer to dormant storage, and 


(ii) the length of time each type of record must be retained before 
final disposition, 


Poltey Records 


Throughout these General Schedules the word "policy" appears. 
Commonly in government circles this word has a wide range of meaning; 


(i) it reflects departmental procedures, regulations, rulings and 
decisions, and 


(ii) it documents and shows implementation of high-level management 
decisions. 


(d) 


i) 


(f) 


(g) 


(h) 


All policy records must be referred to the Archives Branch of the 
Public Archives of Canada for final disposition. Frequently, 
departmental files are designated as policy, but contain only 
information relating to the application of rulings and decisions made 
by control agencies: such files need not be referred to the Public 
Archives of Canada. 


Routtne Records 


Those records which provide for normal everyday action as a result of 
policy decisions. 


Dormant Records and Closed Volumes 


Those records of a department or agency that are not required 
constantly for current use in the department or agency and need not be 
maintained in office space and equipment. 


A yardstick sometimes used to judge whether or not records are dormant 
is that applied by records centres. Records which are not dead and 
which average no more than one inquiry per cubic foot per month are 
considered dormant records. This yardstick applies only to records in 
bulk of more than three or four filing cabinets, such as a group or an 
accession from one department. 


The distinction between "dormant records" and "closed volumes of 
active records" must be clarified here. Closed volumes of active 
records are records which a department may still be using constantly. 
New volumes are created but the old volumes may still be active and 
may still be required. 


Working Papers 


Working papers consist of rough notes, calculations, punch cards, 
preliminary drafts, research notes, etc. used in the preparation of 
other records such as correspondence, reports and_ statistical 
tabulations. These become of little or no value once the finished 
record has been produced, and should be destroyed as soon as_ the 
finished product is available in readable form. Working papers 
relating to the preparation of legislation, however, should be 
referred to the Archives Branch of the Public Archives of Canada. 


Housekeeping Records 

Records pertaining to housekeeping activities such as_ everyday 
personnel, financial, purchasing and property-control actions, i.e. 
internal economy matters. 


Operattonal Records 


Records created by a department or agency while carrying out its basic 
functions. 


Limitations on Coverage 


Some departments and agencies will not have all of the types of records 
listed in these schedules. Other departments will have far more 
specialized and detailed records than those covered here. These schedules 
are designed to accommodate most departments and agencies in common 
records areas. They deal with housekeeping records and not with the 
operational records created by departments and agencies while carrying out 
their basic functions. 


Where a central agency has a prime responsibility for a certain 
government-wide operation, then that department must submit a_ special 
schedule to secure authority for destruction of records reflecting that 
operation. These central agencies, however, can use these General 
Schedules for housekeeping records pertaining to their own departmental 
operations. 


In central service agencies there will be operational records which bear 
the same subject title as some of those listed in these schedules. When 
they are the operational records of that agency, their destruction is not 
authorized by these schedules. 


For example, the Passport Division of the Department of External Affairs 
is responsible for the issue of passports to Canadian citizens. Most 
other departments, however, have routine correspondence files on passport 
matters. These other departments are authorized to destroy their records 
after two years in these schedules. The Passport Division of External 
Affairs, however, would have to make a special submission for authority to 
destroy its passport files since the issue of passports is the basic 
function of the Division. 


Retention Periods 


These General Schedules, approved by the Dominion Archivist, authorize the 
destruction of common housekeeping records after the periods listed 
therein. All authorittes for destruction of records of any type granted 
before January l, 1945, are cancelled. The retention periods indicated in 
these schedules are applicable to most departments and agencies. Records 
may be lretained for longer periods, but only where a clear requirement 
for such action can be justified. Destruction will normally follow 
automatically at the end of the stated retention period. 


Except where otherwise indicated, the retention periods are given in 
years, but they do not necessarily correspond to the calendar year, 
January 1 to December 31. What is implied is simply a period of years 
which could be applied at any month of the year. 


Where applicable in the schedules, for items with a long retention period, 
a recommendation is made concerning the place of retention of the record. 
"A" indicates that’ the record in its active’ life is “to be “stored in the 
active records office for the years indicated. '"D' indicates that the 
record in its dormant life is to be stored in a dormant area, whether the 
area is a departmental records storage area or a records centre, for the 
years indicated. For example, "5 years A-2, D-3'' means that the record 
should be retained five years in all, of which two years would be in an 
active records office and three years would be in a dormant storage area. 


Records Location and Transfer 


Since these General Schedules deal primarily with records of short-term 
retention, most of the records listed will be destroyed within two years 
or less. Within such a short lifetime, it is usually not worthwhile 
transferring records from active to dormant areas. For those records, 
however, which have a lifetime of longer than two years there should 
always be a transfer from the active records areas to dormant storage, and 
the time for this transfer should be clearly indicated on the schedule. 


Under the terms of the Public Records Order, the Dominion Archivist 
provides economical records centre storage facilities in Ottawa and other 
major centres. Departments are encouraged to use these facilities, 
complying with the Public Archives policies and directives. 


Departments or agencies may transfer records to another federal department 
or agency, or within the same department, or to the Public Archives and 
its Records Centres without formal authority for such a transfer. 
Departments or agencies may not transfer records outside the custody of 
the federal government, whether to provincial governments, individuals or 
private organizations, without having authority for such transfer from the 
Dominion Archivist. 


Records Duplication 


There are several areas of duplication which records management personnel 
should consider when scheduling records or applying records’ schedules. 
Departments and agencies may destroy duplicate copies of records whenever 
these duplicates have served the administrative purposes for which they 
were created (Order in Council 1966-1749). A major type of duplication 
arises from departments and agencies preparing statistics, reports and 
other types of issuances which are distributed widely to many other 
departments. The issuing department must make a submission before 
destroying records of this kind, but receiving departments need not do so. 


The line department or agency should also consider the types of records 
which are duplicated in central agencies. For convenience, a number of 
these central agencies and some typical centralized records are listed 


below: 

Consumer and Corporate Affairs Records of patents, copyrights, incor- 
Department poration of companies, and trademarks. 

Supply and Services Department Documentation of the requisitions for 

printing; office supplies; stationery 
and forms; office furniture and 
equipment. 

Statistics Canada Statistical records of undertakings, 

and operations of many departments. 

External Affairs Department Records of the application for, and 

issue of passports by the Passport 
Office. 

Supply and Services Department - Records concerning federal government 
Superannuation Division employees' pension rights. 

Labour Department - Accident Records of workmen's compensation in 
Prevention and Accident the federal government. The various 
Compensation Divisions provincial governments also maintain 

an extensive documentation of each 
compensation case. 

National Health and Welfare Records of medical examinations and 
Department other medical documents for public 

servants. 

Privy Council Office Orders in Council. 

Public Service Commission Incentive Award Board records, 

manpower inventories, etc. 

Public Works Department Records of space. 

Treasury Board Treasury Board Minutes. 


Another type of duplication arises through the necessity of keeping 
different headquarters branches, divisions and offices of one department 
informed of the activities of the department. The branch or division 
assigned major responsibilities for an operation should maintain its 


records for the required period. Other branches maintaining duplicate 
copies for convenience or reference should destroy their duplicates as 
soon as the requirement for the record ceases. Departments should 


control the accumulation of small "office registries" composed entirely 
of duplicate material since, at the time of disposal, these duplicates 
raise the ugly question "are there originals mixed in with the 


duplicates?™. 


Another area of duplication, even triplication, occurs through the 
existence of field, district or regional offices in many departments. 
These field offices keep duplicate records for their own purposes, but 
often these records are completely duplicated at headquarters. Ine chis 
instance the field records should be destroyed as soon as_ their 
administrative value ceases. However , because of departmental 
decentralization of responsibilities tto field, district or regional 
offices many records are not duplicated at headquarters and therefore 
become the originals. These records must then be scheduled and treated 
in the same fashion as those at headquarters. Departments should issue a 
statement of policy to this effect. 


Originators of correspondence, forms or other types of records could help 
to reduce the unnecessary retention of duplicate copies by indicating on 
the duplicates that they are copies, and that they should be destroyed 
when their usefulness is ended. 


Historical Records 


There are some records which may be of historical value after their 
administrative value expires. These records properly belong in the 
Public Archives of Canada. Records personnel could assist the Public 
Archives materially by watching for types of records in which the 
Archives might be interested, and segregating these records for transfer 
to the Archives after their administrative value expires. For the 
definition of historical values see the appropriate appendix. 


In these General Schedules the archival interest has been indicated in 
two ways: 


(i) by a statement that after expiry of the retention period indicated 
the records should be transferred intact to the Archives Branch of 
the Public Archives for permanent retention or 


Cii)througha ‘statement “that ™atter= expiry Jor thevretention period, the 
Archives Branch of the Public Archives should have an opportunity to 
examine the records to select certain ones for retention. 


This second technique is called "selective retention". The authority for 
destruction exists, but the Public Archives wishes to make a selection 
from the records involved before the authority is applied. 


Benefits of Scheduling 


The application of these schedules will ensure that only active records 
are kept in high-cost office space and equipment, and the temporary, the 
worthless, the short-term record is eliminated through outright 
destruction or through transfer to economical storage areas. Proper 
scheduling cannot help but raise the overall value of the records being 
maintained in the active areas. In the federal government it is obvious 
that volume of records is often mistakenly used as a yardstick to gauge 
the quality and activity of records. Volume of records alone should not 
be the criterion used for establishing staff, equipment and _ space 
requirements. It may be one of several major factors to consider, but 
volume in excess usually indicates only one thing - poor records 
management. 


Records Destruction Reporting 


Each department, including its field offices, shall keep an accurate 
record of the volume, expressed in cubic feet, of records which it 
destroys each fiscal year. Such information should be readily available, 
for records program planning purposes, to departmental administrative 
personnel, as well as to any government-wide organization active in the 
field of government records. This information is required to be reported 
annually by fiscal year by the Records Manager to the Director, Records 
Management Branch, Public Archives of Canada, Ottawa, Ontario. For 
further details, see the appendix "Procedures for the Disposal of 
Records". 


Application of Schedules 


Departments and agencies can apply these or any other schedules with a 
minimum of labour and inconvenience by using well-established scheduling 
techniques. Most of these techniques are geared to proper’ records 
classification. 


Any good arrangement of records will provide for the separation, from the 
time of creation, of the permanent or long-term record from the temporary 
or short-term record. There are several methods of such separation, the 
best known of which is probably cutting-off, or breaking the file. This 
"cut-off" (or "break" as it is known) can be achieved in several ways. 


One technique is simply that of having separate policy and routine files 
for significant subjects. The policy file grows slowly, is cut off 
infrequently and has a longer retention period than the routine file. 
The routine file usually expands rapidly, is cut off (or closed off) 
regularly, transferred to storage areas and destroyed after a relatively 
short period of time. The cut off can be based upon a period of time 
such as a calendar or fiscal year, or on the completion of an action or 
an event such as the settlement of a court case or the disposal of a 
piece of property or equipment, 
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For subjects in which new volumes are created frequently, the files can 
be broken not only by year but also by volume number within that year. 
For example, for any given subject the volumes will be arranged 
numerically within each year. When the schedule is being applied there 
will be no need to remove some papers from a file and retain the others. 
If the volume number contains the year, e.g. volume 1 of 1968, expressed 
as 1/68 or 1(68), then all records are immediately identified as to year. 
Commonly, individual volumes of files span a period of more than one 
year. In these cases departments normally indicate the dates covered 
either by the use of a code or through stamping on the file jacket the 
first and last years covered. If a record has a two year retention 
period in an active records area, any closed volume is immediately 
identified and removed for destruction or for transfer to a storage area. 
There is no time wasted in checking files for date coverage, or in 
re-arranging volume numbers. 


The important point about any schedule is that it should be arranged to 
eliminate entirely weeding, stripping or reviewing files before they are 
retired. Such weeding is almost always unjustified because of the large 
expense in man hours. 


Arrangement of the General Schedules 

The attached schedules are divided into five large groups of records: 
Schedule 1. Administration 

Schedule 2. Buildings and Properties 

Schedule 3. Equipment and Supplies 

Schedule 4. Finance 

Schedule 5. Personnel 


Each of these schedules has a foreword which defines the schedules, what 
is and what is not included, as well as giving details of probable areas 
of duplication of records. Within each schedule the major subjects are 
arranged alphabetically and sub-divided, where applicable. Opposite each 
subject there is a description where necessary of the type of record 
involved. For some entries there is in addition a note about recommended 
ways of filing. In the "Retention Period and Remarks" column, many 
entries are designated for consultation with the Public Archives of 
Canada for selective retention. Records Managers are advised to ensure 
that departmental staff applying these schedules keep this in mind. 


An alphabetical index of subjects and cross-references has been included 
in this publication. The index gives headings under which various types 
of records will be found as well as the schedule number. Further 
identification is unnecessary since each schedule is arranged 
alphabetically internally. 


i0F 


II 


GENERAL SCHEDULES 


Schedule 1 


ADMINISTRATION 


Schedule 1 reflects the administrative services of the various departments or 
agencies. The Administration Branch, as well as other branches of a 
department will also be interested in records relating to Buildings and 
Properties, Equipment and Supplies, Finance and Personnel. Separate schedules 
have been provided for these latter categories. 


The Administration Schedule includes such large records areas as: associations 
and societies; campaigns and canvassing; committees, boards, etc.; the various 
means of communications; circulars, directives and orders; library and 
information services; office and management services; transportation; 
security; visits, tours and itineraries, etc. There are many smaller holdings 
included in this schedule as well. 


Doubtless there will be some duplication between those records maintained in 
the Administration Branch and those records used by other branches and 
divisions or in district, field or regional offices of any one department. 
Duplicate records maintained at other levels should be destroyed when they 
have served their purpose. 


Cases may arise in which the retention period will not be sufficient for 


individual circumstances. In such cases the records could be retained for an 
additional length of time sufficient to satisfy the departmental needs. 
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Schedule 1 


Subject Group Subject 


General 


Accidents 
(Personnel - See 
Personnel Schedule 


Aircraft, explosi- 
ves, railway, ships 


Vehicles, equipment, 
etc. 


Acts and Legislation |General 


Individual Federal 
Bills, Acts and 
statutory orders and 
and regulations 


All policy records as defined in paragraph I.A. 


Archives Branch of the Public Archives of 


eh 


ADMINISTRATION 


Retention Period 


Description and 
Remarks 
Miscellaneous and 
routine matters not 
covered in this 
. schedule 
Policy 5 years A-2, D-3 
Routine 2 years 
Policy 5 years K=2 D=3S 
Routine 2 years 


Before disposal con- 
sult the Public 
Archives of Canada 
for selective reten- 
tion 


Individual acci- 
dents whether or 
not claim or liabi- 
lity involved 


2 years after set- 
tlement of claim 
or release 


Before disposal con- 
sult the Public 
Archives of Canada 
for selective reten- 
tion 


Policy 5 years A=2, D=3 
Routine 2 years 
Individual acci- 2 years after set- 


dents whether or tlement of claim or 
not claim or liabi- |release 

lity involved 

Provincial, territo-|3 years 


rial or foreign 


Correspondence, 
working papers, etc. 
leading to their 
preparation and 
amendment 


Department or agency 
primarily concerned 
5 years after enact- 
ment. Before dis- 
posal consult the 
Public Archives of 
Canada for selective 
retention A-2, D-3 


Other departments 
3 years 


(c) must be referred to the 
Canada. 


Schedule 1 


ADMINISTRATION 


Subject Group 


Subject Description 


Acts and Legislation|0Orders-in-Council, 


(Cont 'd) 


Agreements 
(Financial - See 
Finance Schedule) 


Appreciation, Condo- 
lences, Congratula- 
tions and Greetings 


Associations, 
Clubs, Federations, 
Institutes, 
Leagues, Orders 
and Societies 


All policy records as defined in paragraph I.A. 


Cabinet directives 
and Treasury Board 
Minutes 


Federal, provincial, 
territorial or 
foreign 


General 


Special occasions, 
holidays, congra- 
tulations to royalty 
SECs 


Policy, procee- 

dings, minutes, 

annual reports, 

financial state- 
ments, etc. 


Records of incor- 
porations, annual 
statements, share- 
holders, etc. 


Routine correspon- 
dence including 
memberships, social 
functions, invita- 
tions, subscrip- 
tions, etc. 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


1 year after super- 
seded, obsolete or 
action completed 


Originals, Privy 
Council and Treasu- 
ry Board - Transfer 
to Public Archives 
of Canada when no 
longer required 


1 year after super- 
seded. Before dis- 
posal consult the 
Public Archives of 
Canada for selective 
retention 


1 year 


5 years A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective re- 
tention 


Consumer and Cor- 
porate Affairs - 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


1 year 


(c) must be referred to the 


Schedule 1 


ADMINISTRATION 


Subject Group 


Subject 


Badges, Emblems, 
Flags 


Bilingualism 
(Personnel Bilin- 
gualism — See 
Personnel sche- 
dule) 


Boards and Courts 
of Inquiry 


Books, Publica- 
tions and Pamphlets 


Briefings 


All policy records as defined in paragraph I.A. (c) must be 


Use, wearing or 
flying of badges, 
emblems, flags, 
insignia, coats of 
arms, crests, 
pennants, etc. 


For purchase and 
supply - See 
Equipment and 
Supplies schedule 


General 


General 


By or to indivi- 
duals on specific 
interests 


Description 


Policy 
Routine 


Policy, guidelines, 
objectives, etc. 


Policy 
Routine 


Fire, theft, loss, 
financial, legal, 
ete. 

Major 


Minor 


Compilation and 
editing, printing 
and binding, sale 
and distribution of 


Policy 
Routine 


Individual publi- 
cations 


Does not include 
petitions or col- 
lective briefs 


Archives Branch of the Public Archives of Canada. 


Retention Period 
and 
Remarks 


5 years A-2, D=-3 
2 years 

Before disposal 
consult the Public 
Archives of Canada 


for selective 


retention 

5 years INS, IDS} 
2 years 

5 years A-2, D-3 


Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 

2 years 


5 years A-2, D-3 


2 years 
1 year after the pu- 
blication appears 


or is cancelled 


1 year 


referred to the 


Schedule 1 


ADMINISTRATION 


Subject Group 


Cafeterias and 
Eating Facilities 


Campaigns, Can- 
vassing and Soli- 
citing 


Ceremonies and ce- 
lebrations 


Circulars, Direc- 
tives, Orders 


Committees, Boards 
Panels, Conferen- 
ces, Symposia, 
Meetings, etc. 


All policy records as defined 


Subject 


General 


Accounting 
General 


Blood donor 
clinics 


Charitable 


Canada Savings 
Bonds 


General 


General 


in paragraph I.A. 


Description 


Correspondence on 
hours of operation, 
equipment, space, 


sanitation, catering 


services, price 
lists, menus, 
vending machines, 
etc. 
Policy 
Routine 


United Appeal, 
ete. 


Laying of corner- 

stones, Remembran- 
ce Day ceremonies, 
inaugurations, etc. 


Departmental admi- 
nistrative and 
operating orders, 
circular letters, 
directives, regula- 
tions, etc. 


Correspondence 

on agenda, notices, 
minutes of meetings, 
proceedings etc. 


Routine 


Other 


Archives Branch of the Public Archives of Canada. 


Retention Period 
and 
Remarks 


5 years 
2 years 


5 years 
2 years 


1 year 


1 year plus current 
campaign 


1 year plus current 
campaign 


2 years. Before 
disposal consult the 
Public Archives of 
Canada for selective 
retention 


1 year after super- 
seded or redundant 


1 year 


For departments 
primarily responsi- 
ble for the organi- 
zation, 


5 years A-2, D-3 


(c) must be referred to the 


Schedule 1 


ADMINISTRATION 


Subject Group 


Subject Description 


Committees, Boards 
(Cont'd) 


Communications 


Complaints 


Co-operation and 
Liaison 


All policy records as defined in paragraph I.A. 


General Policy 
Routine 
Codes and cyphers Policy 
Routine 


Individual codes 
and cyphers 


Radio and radio Policy 
systems Routine 
Telephone, tele- Policy 
graph, teletype, Routine 


intercommunications 
systems, etc. 


Duplicates of 
messages 


For installations - 
See Buildings and 
Properties schedule 


Letters of 


Co-operation and 
liaison with fo- 
reign, provincial 
territorial and 
municipal govern- 
ments and other 
federal government 
departments or 
agencies 


Archives Branch of the Public Archives of Canada. 


Pa 


Retention Period 
and 
Remarks 


Before disposal con- 
sult the Public 
Archives of Canada 
for selective 
retention 


For departments 
associated with, but 
not primarily res- 
ponsible for the 


organization, 

2 years 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 


2 years after super- 
seded or obsolete 


5 years 
2 years 


aD ati 


5 years 
2 years 


A-2, D-3 


6 months 


1 year 


5 years A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


(c) must be referred to the 


Schedule 1 


ADMINISTRATION 


Subject Group Subject 


Corporations, Com- 
panies and Firms 


For most subjects 
see under subject 
concerned, e.g. Con- 
tracts 


Correspondence 
Management 


Cultures and Customs|Doukhobors, Men- 
(See also Bilin- nonites, Indians, 
gualism) Metis, etc. 


Data Processing 
Services 


Drafting Services See Office Services 


Duplication and Re- |See Office Services 


production Services 


Emergency Measures General 


Civil defence 


All policy records as defined in paragraph I.A. 


Archives Branch of the Public Archives of 
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Retention Period 


Description and 
Remarks 
Routine correspon- 1 year 
dence, solicitations 
brochures, pamphlets 
inquiries, state- 
ments, etc. 
Correspondence 
procedure, quality 
and production 
control, use of 
form and guide 
letters, signing 
authority, channels 
of communication 
etc. 
Policy 5 years A-2, D-3 
Routine 2 years 
Policy 5 years A-2, D-3 
Routine 2 years 
Before disposal 
consult the Public 
Archives of Canada 
for selective reten- 
tion 
Automatic, elec- 
ErOnic, -Ete. 
Policy 5 years Veter, De} 
Routine 2 years 
Policy 5 years A-2, D-3 
Routine 2 years 
Memoranda, minutes 
exercises, informa- 
tion kits, instruc- 
tions, wardens, etc. 
Policy 5 years A-2, D-3 
Routine 2 years 


(c) must be referred to the 
Canada. 


Schedule 1 


ADMINISTRATION 


Subject Group 


Subject 


Emergency Measures 
(Cont'd) 


Forms Management 


Gifts and Donations 


All policy records as defined in paragraph I.A. 


Demonstrations and 


riots 


Disasters 


Evacuation 


National survival 


For procurement of 
forms - See Equip- 


ment and Supplies 
schedule 


Description 


Retention Period 
and 
Remarks 


Civil power aid 


Floods, fires, 
avalanches, train 
wrecks 


Of personnel, 
dependents in the 
event of floods, 
fires, war, etc. 


Policy 
Routine 


Analysis, design 

and control, iden- 
tification, authori- 
ZatLon, eres 
preparation and 
physical characte- 
ristics of forms 


Policy 
Routine 


Individual func- 
tional files 


Other than finan- 
cial, excludes 
campaigns and 
canvassing 


Archives Branch of the Public Archives of Canada. 


5 years A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


5 years A-2, D-3 
Before disposal con- 
sult the Public 
Archives of Canada 
for selective 
retention 


5 years A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 


retention 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 


When superseded or 
obsolete 


2 years 


(c) must be referred to the 


Schedule 1 


ADMINISTRATION 


Subject Group 


Historical Matters 


Information 
Services 


All policy records as defined in paragraph I.A. 


Subject 


General (public 
relations and 
publicity) 


Advertising 


Articles, manus- 
cripts 


Biographies 


Books and publi- 
cations 


Exhibits, fairs and 
exhibitions 


Inquiries, queries, 
or requests from 
the public 


Description 


Records outlining 
the growth and 
activities of de- 
partments and 
agencies 


Newspaper, radio 
television, etc. 


Policy 
Routine 


For publicity and 
information purposes 


See Books and Publi- 
cations 


Where a department 
has a major exhibit 
project e.g. abroad 
and has prime res- 
ponsibility for the 
exhibit 


Other 
For photographs, 


publications, 
etc. 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


5 years A-2,, D-3 
Transfer to the 
Public Archives of 
Canada 


3 years 

Before disposal con- 
sult the Public 
Archives of Canada 
for selective 
retention 


5 years A-2, D-3 


2 years 


1 year after the 
article etc. 
appears 


2 years. When obso- 
lete, before dispo- 
sal consult the 
Public Archives of 
Canada for selecti- 
ve retention 


2 years after com- 
pletion. Before 
disposal consult the 
Public Archives of 
Canada for selec- 
tive retention 


1 year 


6 months or return 
original request 
to the sender 
attached to the 
publication 


(c) must be referred to the 


Schedule 1 


Subject Group Subject 


Lectures and 
lecturers 


Information 
Services (Cont'd) 


Motion pictures, 
films and slides 


Newspapers, news- 
letters and maga- 
zines 


Photographs and 
photography 


Posters 


Press clippings 


Press releases 


Radio and tele- 
vision broadcasts 


kers, 


ADMINISTRATION 


Description 


Speeches and 


addresses, arran- 


gements for spea- 
invitations 
CEC. 


Correspondence, 
Scripts, ete. 


Policy 
Routine 


Individual films, 
GEOG 


Including subcrip- 
tions 


Other than requests 
for 


Preparation and 
printing 


Arrangements, pre- 
paration of scripts 
and individual 
scripts 


Routine 


Retention Period 
and 
Remarks 


1 year 


5 years A-2, D-3 


2 years 


2 years after 
production or can- 
cellation of the 
film 


1 year 


2 years 


1 year after prin- 
ting. Before dis- 
posal consult the 
Public Archives of 
Canada for selecti- 
ve retention 


1 year 


2 years 

Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


2 years 

Before disposal con- 
sult the Public Ar- 
chives of Canada 

for selective 
retention 


1 year 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 1 ADMINISTRATION 
Retention Period 
Subject Group Subject Description and 
Remarks 
International General, commis-— 5 years A-2, D-3 
Affairs and sions, missions, Before disposal 
Relations pacts and treaties consult the Public 


Inventions, Patents 
and Copyrights 


Investigations 


Legal Matters (Not 
legal documents) 


All policy records as defined in paragraph I.A. 


General 


General 


Routine correspon- 
dence 


Decisions, rulings 
and opinions 


Acquiring of patent 
rights, patent 
licences and assign- 
ments, permission 

to use copyright 
material 


Policy 
Routine 
Patented 
Rejected 
Fire, theft, loss, 
financial, legal, 


SLC. 


Major 


Minor 


Archives Branch of the Public Archives of Canada. 
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Archives of Canada 
for selective 
retention 


5 years A~2, D=3 
2 years 

3 years after 
expiry of patent 

3 years 


5 years A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


2 years 


2 years 


5 years after 
superseded or 
obsolete 

A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


(c) must be referred to the 


Schedule 1 


Subject Group 


Legal Matters (Not 
legal documents) 
(Cont'd) 


Library Services 


Licences, Passes 
and Permits 


Mail and Postal 
Services 


All policy records as defined in paragraph I.A. 


ADMINISTRATION 


Subject 


Powers of Attor- 
ney, 
Office such as 
Notaries—Public 
etc. 


Administration of 


Books and publica- 


tions 


Newspapers and 
periodicals 


Recordings 


Slides and film- 
strips 


Licences and 
permits 


Passes 


General 


Mailing addresses 
and lists 


Commissions of 


Description 


Policy 
Routine 


Procurement and 
requests 


subscriptions 


Policy 
Routine 


Specific licences 
and permits issued 
to or by departments 


Parking passes, 
permits, tickets, 
ete. issued to or 
by departments 


Admission privileges 


Bulk payment system, 
liaison with the 
Post Office Depart-— 
ment, etc. 


Policy 
Routine 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


1 year after expiry 
or obsolete 


eal 


years A-2, D-3 


1 year 


2 years 


1 year 


2 years 


2 years 


5 years 
1 year 


ie ee 


1 year after expiry 
or obsolete 


6 months after 
expiry or obsolete 


6 months after 
expiry or obsolete 


5 years A-2, D-3 


2 years 


6 months or when 
superseded or redu- 
ced to machine 
operations 


(c) must be referred to the 


Schedule 1 ADMINISTRATION 
—_ Retention Period 
Subject Group Subject Description and 
Remarks 
Mail and Postal Registers and Registers of 1 year 
Services (Cont'd) registration freight, express, 
mail, telegrams, 
receipts, depart- 
mental and Post 
Office Department 
mail registration 
forms, etc. 
Management Services |Correspondence on Policy 5 years A-2, D-3 
time studies, Routine 2 years 
procedural analysis, 
process and flow 
charts, office sur- 
veys, management 
information systems, 
performance measu- 
rement systems, etc. 
Reports of a major 5 years A=, D=3 


Maps, Charts and 
Photographs 


Office Services 


nature 


General 


General and inter- 
nal office procedu- 
res and services 


Drafting services 


Duplication and 
reproduction services 


Production and 
reproduction 


Requests for and 
distribution of 


Policy 
Routine 


Policy 
Routine 


Individual drafting 


items 


Policy 
Routine 


Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


2 years 


6 months 


5 years 
1 year 


A-2, D-3 


5 years 
2 years 


A-2, D-3 
1 year after draf- 
ting is completed 


5 years 
2 years 


Ces ep toe 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 1 ADMINISTRATION 


Subject Group Subject Description 


Office Services Requisitions 
(Cont'd) 
Secretarial and 
stenographic service 
Typing and transcri- 
bing services 
Organization Policies, procedu- 
res, functions, 
responsibilities, 
boundaries, etc. 
Routine 
Parliament Inquiries Tabled material, 


returns to addres- 
ses, orders for 
returns, etc. 


Royal Commissions Commission documents 


Departmental 
records 


Ministerial level, 
departmental, etc. 


Other Commissions 


All policy records as defined in paragraph I.A. 
Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


6 months 


1 year 


1 year 


5 years A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


2 years 


5 years A=2, D=-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


Transfer to the 
Public Archives of 
Canada after comple- 
tion of the work of 
the commission 


5 years after the 
completion of the 
work of the commis-— 
sion. A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective re- 
tention 


5 years A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


(c) must be referred to the 


Schedule 1 


ADMINISTRATION 


Subject Group Subject 
Plans and Programs 
Politics Elections 
Records Management General 


Disposal and 
scheduling 


Disposal and sche- 
duling authorities 


Indices and 
registers 


Regulations Acts and legis- 


lation 


Administrative 


All policy records as defined in paragraph I.A. 


Description 


Policy 
Routine 


Federal, provincial 
and other govern- 
mental organiza- 
tions, including 
ballot papers, elec- 
tion accounts, poli- 
cy re elections, etc 


Policy 
Routine 


Policy 
Routine 


Treasury Board 
Minutes, Public 
Archives of Canada 
Authorities, atta- 
ched records sche- 
dules and lists 

of individual files 
destroyed in the 
case of submissions 
with no continuing 
authority 


Authorities 


Lists and indices 
of files destroyed 


See Acts and 
Legislation 


See Circulars, 
Directives and 
Orders 


Archives Branch of the Public Archives of Canada, 
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Retention Period 
and 
Remarks 
5 years A-2, D-3 
2 years 


Retain records of 
previous election 
only 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


Until superseded or 
amended 


10 years after files 
destroyed, transfer 
to Archives Branch, 
Public Archives of 
Canada 


Consult the Public 
Archives of Canada 


(c) must be referred to the 


Schedule 1 ADMINISTRATION 


Subject Group Subject Description 


Retention Period 
and 
Remarks 


Reports and General See under the 
Statistics 
of the report, as 


well as below 


Annual (depart- Drafts, supporting 
mental) report documentation and 
correspondence 


Other reports Weekly, monthly, 


etc., of a routine 


nature 
Intelligence Military, criminal 
reports 

Post reports from 

abroad 
Statistics Miscellaneous 


Secretarial and See Office Services 


Stenographic 
Services 
Security General Policy 
Routine 
Breaches 
Clearances Documents and 


papers 


All policy records as defined in paragraph I.A. 
Archives Branch of the Public Archives of Canada. 
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specific subject (s) 


1 year after publi- 
cation of report. 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


3 years or when 
superseded by a 
cumulated report 


3 years. Before 
disposal consult the 
Public Archives of 
Canada for selective 
retention 


For departments 
primarily concerned 
3 years. Before 
disposal consult 
the Public Archives 
of Canada for 
selective retention 


Other departments 1 
year or when super- 
seded or obsolete 


5 years A-2, D-3 
5 years A=2, D-3 
2 years 

6 months 

2 years 


(c) must be referred to the 


Schedule 1 


Subject Group Subject 


Security (Cont'd) 


Communications 
Identification 
methods 
Industrial 


Information 


Physical 


Regulations and 


orders 


Reports and returns 


All policy records as defined in paragraph I.A. 


ADMINISTRATION 


Description 


Personnel - Policy 
- Routine 

Individual security 

clearance files 


Negative 
(clearance granted) 


Positive 
(clearance not 
granted ) 


Visits and visitors 


Policy 
Routine 


Fingerprinting, "I" 
cards and passes 


Policy 
Routine 


Policy 
Routine 


Exchange and release 
of 


Policy 
Routine 


Buildings, grounds, 
equipment, guards 
and Corps of Commis- 
sionnaires 


Policy 
Routine 


Inspections, 
veys, etc. 


sur— 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


5 years A-2, D-3 


2 years 


3 years after 
employee separates 
from the department 


5 years after 
employee separates 
from the department 


1 year 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 


2 years, or 1 year 
after requirement 
ceases 


When superseded or 
revoked 


5 years A=2, D—3J 


(c) must be referred to the 


Schedule 1 


ADMINISTRATION 


Subject Group 


Security (Cont'd) 


Translation 
Services 


Transportation/ 
Travel 


All policy records as defined in paragraph I.A. 


Subject 


pa 


Subversive activi- 
ties 


General 


Baggage 


Effects 


Freight and 
express 


Hotel reservations 


Motor 


Description 


Retention Period 
and 
Remarks 


Sabotage, espionage,| 5 years 


etc. 


Wales west ‘ateyerdl 
and water 


Policy 


Routine (arrange- 
ments for tickets, 
passage; fares and 
Pate Smet Crp) 


Lost, damaged or 
unc laimed 


Air, rail, road 
and water 


Policy 
Routine 


Air, rail, road 
and water 


Routine 


Ra ceSnmitate iiss 
schedules, etc. 


Confirmations, re- 
servations, tele- 
grams, etc, 


Department owned, 
privately owned, 
taxi services 


Policy 
Routine 


Archives Branch of the Public Archives of Canada. 
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A-2, D-3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


1 year 


5 years A=2, D=3 


1 year 


1 year 


5 years A-2, D-3 


1 year 


1 year 


When superseded 
or revoked 


6 months 


5 years A=2, D=3 


i year 


(c) must be referred to the 


Schedule 1 ADMINISTRATION 
Retention Period 
Subject Group Subject Description and 
Remarks 

Transportation/ Personnel Air, rail, road 
Travel (Cont'd) and water 

Policy 5 years A-2, D=3 

Xoutine 1 year 
Typing and Trans- See Office Services 
cribing services 
Visits, Tours and General Policy 5 years A-2, D-3 
Itineraries Routine 1 year 

Routine itineraries 6 months 


All policy records as defined in paragraph I.A. 


Royal dignitaries 
and Heads of State 


Other dignitaries 


Archives Branch of the Public Archives of Canada. 
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l year after the 
visit. Before dis- 
posal consult the 
Public Archives of 
Canada for selec- 
tive retention 


1 year after the 
visit. Before dis- 
posal consult the 
Public Archives of 
Canada for selec- 
tive retention 


(c) must be referred to the 


ms, 


Schedule 2 


BUILDINGS AND PROPERTIES 


Schedule 2 covers certain specific, easily-defined records areas. Departments 
and agencies establish their accommodation requirements in lands and/or 
buildings. They acquire such accommodation through purchase or rental of 
existing buildings and lands or through construction of new buildings. They 
allocate space. They alter and develop accommodation to suit their needs. 
They maintain and _ service. Finally, when they no longer require these 
properties, they dispose of them by sale, by transfer or by terminating 
leases. Records of certain services or facilities also belong in this 
schedule. These would include records of the installation of major utility 
services such as plants for heating and lighting, communications’ systems, 
water and sewerage networks and so on. 


One central agency, the Department of Public Works, is entrusted with large 
responsibilities in this area. Therefore, a certain amount of duplication of 
records holdings is inevitable between an individual department and the 
Department of Public Works. Some departments perform part or all of these 
operations. Consequently, the Department of Public Works has complete records 
in, some areas, partial records in others and little documentation at all in 
the remainder. 


Cases may arise in which the retention period indicated will not be sufficient 


for individual circumstances. In such cases the record could be retained for 
an additional length of time sufficient to satisfy the departmental needs. 
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Schedule 2 


Subject Group 


BUILDINGS AND PROPERTIES 


Retention Period 


General 


Accommodation General 


Reports and 
statistics 


Accounting and Real property, in- 


Inventories ventories, property 
record cards, etc. 
Buildings General 


Acquisition through 
lease, purchase, 
rental, or transfer 


Addresses and 
locations 


Alterations and 
repairs 


All policy records as defined in paragraph I.A. 


Description and 
Remarks 
Miscellaneous and 
routine matters not 
covered in this 
}schedule 
Policy 5 years A=2, D=3 
Routine 2 years 
Current and future 3 years 
planning and requi- 
rements; plans for 
expansion; alloca- 
tion of space, of- 
fers of space, etc. 
Monthly, weekly, 3 years 
SEQEUS, mec. 
Policy 5 years IN) 193} 
Routine 2 years 
Policy 5 years INP, IDS) 
Routine 2 years 
General correspon- 
dence on policy, 
regulations, offers 
of buildings for 
lease, purchase or 
rentals, investiga- 
tions of buildings, 
reports, etc. exclu- 
ding legal documents 
Policy 5 years A-2, D=3 
Routine 2 years 
When superseded or 
obsolete 
Minor - under i year after comple- 


$1000 tion or cancellation 


Major - $1000 
or over 


3 years after com- 
pletion or cancella- 
tion 


(c) must be referred to the 


Archives Branch of the Public Archives of Canada. 
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Schedule 2 


BUILDINGS AND PROPERTIES 


Subject Group 


Buildings (Cont'd) 


Subject 


Construction - 


General 


- Arrangements 
and consultant 


services 


- Cancelled 
projects 


Damages 


Disposal 


Elevator 


All policy records as defined 
Archives Branch of the Public 


services 


in paragraph I.A. 


Description 


Retention Period 
and 
Remarks 


Requirements, preli-|5 years after com- 


minary discussions 
and investigations 


Tenders; discus-— 
sions with archi- 
tects, contractors 
and suppliers about 
costs, building 
materials, sub-con- 
tractors, comple- 
tion dates, progress 
reports, etc.; ins- 
pection and 
takeover 


General correspon- 
dence and reports 
of the investiga- 
tion into the da- 
mage (where claims 
are involved, see 
Finance-Claims) 
Minor-under 

$1000 


Major-$1000 or 
over 


Sale, transfer, 
expiry of lease 
etc., excluding 
legal documents 
Routine 


Routine 


Archives of Canada. 


pletion of structure 
A-2, D-3 


Consult the Public 
Archives of Canada 
for selective reten- 
tion 


3 years after take- 
over. 

Consult the Public 
Archives of Canada 
for selective 
retention 


2 years after 
cancellation 


1 year after inves- 
tigation completed 


3 years after inves- 
tigation completed 


3 years after sale, 
transfer or expiry 
of lease 


1 year 


(c) must be referred to the 


Schedule 2 


Subject Group Subject 


Fires, fire pre- 
vention and pro- 
tection 


Buildings (Cont'd) 


Legal documents 


Maintenance 


Plans and 
specifications 


All policy records as defined in paragraph I.A. 


BUILDINGS AND PROPERTIES 


Description 


Regulations, fire 


drills, precautions, 
automatic sprinklers 
and alarm system, et 


Policy 
Routine 


Reports-major fires 


Reports-minor fires 


Purchase, transfer, 
sale, etc. 


Lease, rental, 
concessions 


Char and janitor“al 
arrangements, rede- 
corating, etc. 


Actual construction 
plans and specifi- 


cations 


Government-—owned 


Archives Branch of the Public Archives of Canada. 


Retention Period 
and 
Remarks 


5 years A-2, D-3 


2 years 


5 years A-2, D-3 
Before disposal con- 
sult the Public 
Archives of Canada 
for selective 
retention 


2 years after report 
is made to the 
Dominion Fire 
Commissioner 


Original documents 
are transferred to 
the new owner. 


Departmental copies 
are retained until 
of no further value 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


3 years after 
termination 


1 year after 
completion 


Submit for destruc- 
tion authority when 
obsolete 


(c) must be referred to the 


Schedule 2 BUILDINGS AND PROPERTIES 


Subject Group Subject Description 


Buildings (Cont'd) Plans (Cont'd) Leased 


Routine correspon- 
dence-for minor 
structure worth less 
than $5000 


Routine correspon- 
dence-for others 
worth $5000 or 
over 


Protection From fall-out, 
nuclear blast, war- 
ning devices 
(sirens), preven- 
tive measures and 
control of minor 
floods 


See also Adminis- 
tration—-Emergency 
Measures 


Lands General Policy 
Routine 


Acquisition through |Offers, investiga- 

lease, rental, tion of sites, sur- 

purchase or transfer|veys, etc., exclu- 
ding legal documents 


Policy 
Routine 


Development Grading of land, 
farming of land, 
reforestation, etc. 


Policy 
Routine 


Disposal of Sale, transfer, 
expiry of lease, 
etc., excluding 
legal documents 


Retention Period 


and 


Remarks 


Submit for des- 
truction authority 
when obsolete 


1 year 


3 years 


3 years 


5 years 
2 years 


5 years 
2 years 


5 years 
2 years 


A=2, .D—3 


A-2, D-3 


p= 2 lS 


All policy records as defined in paragraph I.A. (c) must be referred to the 


Archives Branch of the Public Archives of Canada. 
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Schedule 2 


Subject Group Subject 


Lands (Cont'd) 


Ditching and 
drainage 


Excavation 


Fencing 


Flood control 


Historical sites 
and monuments 


Landscaping and 
gardening 


Legal documents 


All policy records as defined in paragraph I.A. 


Disposal of (Cont'd) 


BUILDINGS AND PROPERTIES 


Description 


Routine corres-— 
pondence 


Preventive measures 
and control of 
minor floods 


For floods of a 
major nature see 
Administration- 
Emergency Measures 


Purchase, 
transfer 


sale, 


Lease, rental, 
rights of way, ease 
ments, concessions 


Archives Branch of the Public Archives of Canada. 


| 


Retention Period 
and 
Remarks 


3 years after sale, 
transfer or expiry 
of lease 


2 years 


2 years 
2 years 


3 years 


Transfer to the 
Public Archives of 
Canada after 
5 years A=-2, D-3 


2 years 


Original documents 
are transferred to 
the new owner. 


Departmental copies 
are retained until of 
no further value. 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


3 years after 
termination 


(c) must be referred to the 


Schedule 2 


BUILDINGS AND PROPERTIES 


Subject Group Subject 


Lands (Cont'd) Lettings and 


concessions 


Parking areas 
Recreation areas 


Roads, streets, 
sidewalks and 
highways 


Trespassing 


Utilities General 


Air conditioning 
and ventilation; 
refrigeration 
systems 


All policy records as defined in paragraph I.A. 


Description 


Rights of way, 
easements, leases, 
concessions, etc. 
for Crown-owned 
lands by private 
corporations or 
persons; or priva- 
tely-owned lands by 
the Crown, excluding 
legal documents 


Routine correspon- 
dence 


Including snow 
removal 


Policy 
Routine 


Policy 
Routine 


Actual construction 
plans and specifi- 


cations. Govern- 
ment—owned 
Leased 
Policy 
Routine 


Installation of 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


3 years after expiry 
of the right invol- 
ved. Before dispo- 
sal consult the 
Public Archives of 
Canada for selective 
retention 


2 years 


2 years 


2 years 


5 years A-2, D-3 


2 years 
5 years A-2, D-3 
2 years 


Submit for destruc- 
tion authority when 
obsolete 


2 years after expiry 
or when obsolete 


5 years 
2 years 


A=2, Des 


2 years after 
installation 


(c) must be referred to the 


Schedule 2 BUILDINGS AND PROPERTIES 


Retention Period 
and 
Remarks 


Subject Group Subject Description 


Utilities (Cont'd) 


Garbage disposal 2 years 


Actual construction 
plans and specifica- 
tions. Government- 
owned 


Gas 


Submit for destruc- 
tion when obsolete 


2 years after expiry 
or when obsolete 


Policy 5 years A=2, D=3 
Routine 2 years 
Installation of 2 years after 
installation 
Hydro power Actual construction 


plans and specifi- 
cations. Govern- 


ment-owned Submit for destruc- 
tion authority when 
obsolete 

Leased 2 years after expiry 


or when obsolete 


Policy 5 years Kae Ds 
Routine 2 years 
Installation of 2 years after 
installation 
Lighting Actual construction 


plans and specifi- 
cations. Govern- 


ment-—owned Submit for destruc- 
tion authority when 
obsolete 

Leased 2 years after expiry 


or when obsolete 


Policy 5 years A-2, D-3 
Routine 2 years 
Installation of 2 years after 
installation 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 2 


BUILDINGS AND PROPERTIES 


Subject Group Subject 


Utilities (Cont'd) 


Telecommunications 
installations (te- 
lephone, intercoms, 
CEC.) 


Water and sewage 


All policy records as defined in paragraph I.A. 


Description 


Plumbing and heating /Actual construction 


plans and specifi- 
cations. Govern- 
ment—owned 


Leased 


Installation 


Actual construction 
plans and specifi- 


cations. Govern- 
ment-—owned 
Leased 
Policy 
Routine 


Installation of 


Actual construction 
plans and specifica- 
tions. Govern- 
ment-—owned 


Leased 


Policy 
Routine 


Installation of 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 


Remarks 


Submit for destruc- 
tion authority when 
obsolete 


2 years after expiry 
or when obsolete 


2 years after 
installation 


Submit for destruc- 
tion authority when 
obsolete 


2 years after expiry 
or when obsolete 

5 years A-2, D-3 
2 years 


2 years after 
installation 


Submit for destruc- 
tion authority when 
obsolete 


2 years after expiry 
or when obsolete 


5 years 
2 years 


4-2. D3 


2 years after 
installation 


(c) must be referred to the 


ecneadulie Jo 


EQUIPMENT AND SUPPLIES 


Schedule 3 documents the functions of requisitioning, procuring, issuing, 
maintaining and repairing equipment and supplies, keeping inventories, and 
arranging disposal or "write-off'"' of any obsolete or surplus materials. The 
key aspect of this section is procurement. Procurement files normally include 
requisitions, contract demands, tenders, purchase and local purchase orders, 
invoices and routine correspondence. 


This schedule deals with the official records used by the Purchase Branch of 
each department or agency, not with the many duplicate records retained by 
other branches, smaller divisions and sections for their own current reference 
convenience. Where such duplicates exist, they should be considered to be and 
treated as duplicates, which means they may be destroyed without any specific 
authority as soon as the requirement for them ceases. 


The retention period for most of the items in this schedule is short. Once a 
department has secured the material desired, it has tele further 
administrative interest and seldom refers to the record. Thereafter, the 
record itself becomes basically a financial or legal tool, of interest as part 
of the payment process, to the departmental financial or accounts branch. 
After the financial and accounting aspects have been completed the record 
should be destroyed. 


There is an overlapping duplication of records in this schedule in several 
ways: 


1. Payment records for equipment and supplies are used by the financial 
offices and their retention periods are described in the Finance Schedule 
4. 


2. The purchasing and procurement department keeps records which partly or 
wholly duplicate the individual departmental records. 


3. Within the departmental Purchase Branch itself there is usually some 
duplication of records filed in various ways, i.e. by serial number, by 
contract or supplier, by requisitioning office, etc. This is necessary 
for a short time only, perhaps one year or less, but one set should be 
retained for the retention period suggested. 


4. Divisions and branches of departments normally retain reference copies 
until their requirements are filled. These copies should be destroyed as 
soon as the goods or services are received or rendered. 


However, certain records such as the contract or the claim must be retained 
elsewhere for some longer period. This occurs mainly for payment and 
fulfilment purposes or from non-fulfilment of the contract, or from an 
accident to which representatives of the Crown were parties. These types of 
records belong in the Finance Schedule. 


Cases may arise in which the retention period indicated will not be sufficient 


for individual circumstances. In such cases, the record could be kept for an 
additional length of time sufficient to satisfy departmental needs. 
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Schedule 3 


Subject Group 


EQUIPMENT AND SUPPLIES 


Subject 


General 


Accounting and 
Inventories 


Aircraft 


Arms and Armament 


Automation 


Aviation Supplies 


Badges, 
Crests, 


Emblems, 
Plags meee. 


Building Materials 


Individual aircraft 


Inspection of 


Procurement of 


See Data Processing 


Procurement, purchase 


and issue 


Procurement, purcha- 
se and issue of 
lumber, hardware, 
eve. 


Retention Period 


Description and 
Remarks 
Miscellaneous and 
routine matters not 
covered in this 
schedule 
Policy 5 years A-2, D-3 
Routine 2 years 


For stocktaking, 
issue, transfer and 
disposal of equip- 
ment 


Policy 
Routine 


Weapons of all types 


Policy 
,outine 


Policy 
Routine 


Policy 


Routine 


Policy 
Routine 


All policy records as defined in paragraph I.A. 
Archives Branch of the Public Archives of Canada. 
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1 year after 
superseded or 
obsolete 


5 years after dispo- 
Saly of atrerabe 

A-2, D-3 
Before disposal con- 
sult the Public 
Archives of Canada 
for selective 
retention 


1 year after last 


inspection 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

5 years Nip, IDF35} 
2 years 

5 years A-2, D-3 
2 years 

5 years A=2, D=3 
2 years 


(c) must be referred to the 


Schedule 3 


EQUIPMENT AND SUPPLIES 


Subject Group 


Catalogues, Manuals, 
Price Lists 


Clothing 


Condemnation and 
Destruction 


Data Processing 


Disposal and 
Surplus 


Drawings and 
Specifications 


All policy records as defined in paragraph I.A. 


Subject 


Procurement, pur- 
chase and issue of 
clothing, uniforms, 
smocks, etc.; clea- 
ning and laundering 


See Disposal and 
Surplus 


Procurement, pur- 
chase and issue 


of computers, magne- 


tic tapes, disks, 
drums, etc. 


General 


Condemnation and 
destruction 


Write-offs 


Description 


Policy 
Routine 


Supply, records of 
issue 


Dress regulations, 
change of uniforms, 
etc. 


Policy 
Routine 


Policy 
Routine 


Individual drawings 
and specifications 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


When superseded or 
obsolete 


5 years A=-2, D-3 
2 years 
3 years 
5 years A-2, D-3 


Before disposal con- 
sult the Public 
Archives of Canada 
for selective 
retention 


5 years A=2, D-=3 


2 years 


1 year after surplus 
declaration to Crown 
Assets Disposal 
Corporation 


1 year after 
disposal 


1 year after 
disposal 
5 years A-2, D-3 
2 years 


When superseded or 
obsolete 


(c) must be referred to the 


Schedule 3 


EQUIPMENT AND SUPPLIES 


Subject Group 


Subject Description 


Educational 


Foods 


Forms 


Fuels 


Furniture and 
Furnishings 


Issue 


Labelling 


Loans 


All policy records as defined in paragraph I.A. 


Retention Period 
and 
Remarks 


Procurement, pur- 
chase and issue of 
educational and 

training equipment 
and supplies Policy 
Routine 


Procurement, pur- 
chase and issue 
of food items Policy 


Routine 


Procurement and 
issue of forms 


Procurement, per- 
formance, supply, 
etc. of heating and 
motor fuels, natural 
gas, oils and 
lubricants, etc. 
Policy 5 years 
Routine 


Procurement, pur- 
chase and issue of 
household and office 
furniture and fur- 
nishings; beds and 
bedding, chairs, 
chesterfields, 
filing cabinets and 
security shells, 
drapes and venetian 
blinds, wall furni- 
shings, etc. 


Policy 
Routine 


General and scales 
of issue 


Policy 
Routine 


Cataloguing and 
identification 


Of equipment and 
supplies 


Archives Branch of the Public Archives of Canada. 
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5 years 
2 years 


A-2, D-3 


5 years 
2 years 


A-2, D-3 


1 year 


A-2, D-3 
2 years 


5 years A=-2, D-3 


2 years 


5 years 
2 years 


A-2, D-3 


When superseded or 
obsolete 


1 year after return 
or disposal of 
equipment 


(c) must be referred to the 


Schedule 3 EQUIPMENT AND SUPPLIES 
Retention Period 
Subject Group Subject Description and 
Remarks 


Local Purchase 
Orders 


Maintenance and 
Repairs 
Manufacture and 
Production 
Medical Supplies 
and Drugs 
Microfilming 


Equipment 


Office Appliances 


Photographic 
Equipment 


Prices 


Procurement 


All policy records as defined in paragraph I.A. 


See Procurement 


Procurement, pur- 
chase and issues 


Procurement, pur- 
chase and issue 
of film, readers 
etc. 


Procurement and 
purchase of type- 
writers, calcula- 
ting machines, tape 
recorders, etc. 


Procurement, pur- 
chase and issue of 
cameras, film, etc. 


See Catalogues, 
Manuals, Price lists 


General 

Contracts, contract 
demands, purchase 
orders, tenders, 
progress reports, et 
Local purchase 


orders 


Requisitions 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Minor-under 
$1000 per item 


Major 
$1000 per item 
or over 


Policy 
Routine 


Policy 
Routine 


Authorities, in- 
voices, Notes of 
Credit, «ete. 


Archives Branch of the Public Archives of Canada. 
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2 years, or 1 year 
after disposal of 
equipment 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

5 years A=2, D-3 
2 years 

2 years 

5 years A-2, D-3 
5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 

3 years after all 


action is completed 


i 


1 


fiscal year 


year after requi- 


sition filled 


(c) must be referred to the 


Schedule 3 EQUIPMENT AND SUPPLIES 


Retention Period 


Subject Group Subject Description and 
Remarks 
Requisitions See Procurement 
Sales 1 year after sale 
Ships Large ‘Powered launches, 5 years after dispo- 
inspection, sal of vessel 
research, patrol A-2, D-3 
and specialized Before disposal 
vessels barges, consult the Public 
EUSS ae CLC. Archives of Canada 
for selective 
retention 
Small Canoes and small 1 year after 
boats disposal of vessel 
Ocean-going, ice- Includes drydocks 5 years after 
breakers, etc disposal of vessel 
A=2 5 D=3 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 
Standing Offer Commodities or ser- 
Agreements vices available to 
government depart-— 
ments and agencies 
including the names 
of contractors, 
their addresses, and 
dates on which the 
offer expires Policy 5 years A-2, D-3 
Individual When offer 
agreements expires 
Stationery Procurement, purcha- 1 year 
se and issue of 
stationery items, 
such as paper, hand 
punches, address 
cards and other 
small office items 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 


Silt 


Schedule 3 EQUIPMENT AND SUPPLIES 
Retention Period 
Subject Group Subject Description and 
- Remarks 
Surplus See Disposal 
Technical Equipment |General Airport equipment, 
(Other than those firefighting appa- 
types already ratus, heating 
listed) plants, hospital and 
medical equipment, 
life-saving equip- 
ment, navigational 
aids, scientific 
equipment, telecom- 
munications equip- 
ment, ships' instru- 
ments, etc. 
Minor-under 2 years 
$1000 per item 
Major-$1000 5 years A=2, D=-3 
per item or Before disposal of 
over items $5000 or over 
consult the Public 
Archives of Canada 
for selective 
retention 
Vehicles General Routine correspon- 3 years 
dence, maintenance 
and repairs, opera- 
ting instructions, 
procurement, etc. 
Individual Log books, disposal |1 year after 


Accidents-See 
Schedule 1 


Registration and 

licences 
Write-offs See Disposal 
and Surplus 


All policy records as defined in paragraph I.A. 


of vehicle, etc. 


Archives Branch of the Public Archives of Canada. 
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disposal of vehicle 


When superseded or 
obsolete 


(c) must be referred to the 


Schedule 4 


FINANCE 


This schedule deals with the official financial records used by the Financial 
Branch of each department and agency, not with any duplicate financial 
documentation retained by other branches or smaller divisions and sections of 
the same departments and agencies for their own current reference convenience. 
Where such duplicate financial records exist, they should be considered to be 
and treated as duplicate copies of the original official records as discussed 
in the preface. Therefore, they may be destroyed without the requirement for 
a specific authority as soon as the need for their retention ceases. 


The records covered by this schedule reflect the receipt, control and ex- 
penditure of public funds, and the departmental and agency activities ex- 
ercised over these functions. The schedule includes such records as: accounts 
payable, accounts receivable, allotments, appropriations and disbursements, 
audits and auditing, claims, contracts, debts to and of the Crown, estimates, 
expense accounts, funds, grants, imprest accounts, banking operations, petty 
cash, financial ledgers and registers, cheques and cheque lists, and all types 
of pay matters as financial documentation. 


The schedule includes salary and wages matters required by and from a 


personnel management viewpoint. It does not include the procurement of 
equipment and supplies operations which will be found in the Equipment and 
Supplies Schedule. However, it does cover the financial records of payments 


arising from the purchase of such equipment and supplies. 


Cases may arise in which the retention period indicated will not be sufficient 
for some individual circumstances. In such cases, the record could be 
retained for an additional length of time sufficient to satisfy any particular 
or peculiar departmental or agency needs. 


This schedule shall be regarded by the Department of Supply and Services as 
both a housekeeping schedule and an operational schedule for financial 
records. 


Note: Where appropriate, the retention periods are in numbers of completed 


fiscal years over and above the current fiscal year. For the instances 
shown in months, the retention periods are for the number of months from 
the date of the creation of the records. 


ex) 


Schedule 4 


FINANCE 


Subject Group 


Subject Description 


General 


Accounts and 
Accounting 


Accounts Payable 
(Expenditures) 


All policy records as defined in paragraph I.A. 


Miscellaneous 


2 


General 


Ledgers and 
registers 


Statements 


Suspense 
including ledgers 


General 


Invoices, Vouchers - 
Commercial firms, 
suppliers, hospitals 
CEC. 

Ledgers and 


registers 


Services rendered 
to the department 


Services to other 
departments 


Statements 


ia 


Retention Period 


and 
Remarks 
ubjects not shown 
elsewhere in the 
schedule 
Policy years A-2, D-4 
Routine years 
Appropriations, 
disbursements, etc. 
Procedure and Policy years A-2, D-4 
Routine years 
See under Ledgers 
and Registers 
See under Statements 
After transfer to fiscal year 
the appropriate 
account 
Policy years A-2, D-4 
Routine years 
fiscal years 
A-2, D-4 
Expenditure: 
Imprest fiscal years 
Account A-2, D-4 
Advisory, profes- fiscal years 
sional, technical, A-2, D-4 
GECs Com COM 
sultants, doctors 
lawyers, nurses, 
etc. 
fiscal years 
A-2, D-4 


See Statements - 
Accounts Payable 
and Receivable 


Archives Branch of the Public Archives of Canada. 


D5) 


(c) must be referred to the 


Schedule 4 FINANCE 


Retention Period 


Subject Group Subject Description and 
Remarks 
Accounts (Cont'd) Utilities Light, power, 6 fiscal years 
telephone, A-2, D-4 
telegraph, etc. 
Vouchers (all) Abstracts, bills 6 fiscal years 
of lading, cheque A-2, D-4 


requisitions, con- 
tracts, credits to 
advances, facings, 
imprest accounts, 
progress payments, 
purchase orders 
and requisitions 
including local, 
refunds, removal 
and travel claims, 
travel warrants, 
etc. 


Accounts General Policy 6 years A-2, D-4 
Receivable Routine 2 years 
(Revenues ) 


Credit notes and For return of goods |6 fiscal years 
refunds and containers, etc. A-2, D-4 


Ledgers and Including refund: 6 fiscal years 
registers Refund and Draw- A-2, D-4 
backs Ledgers 


Statements See Statements - 
Accounts Payable 
and Receivable 


Vouchers (all) Bills, credits, 6 fiscal years 
official receipts, A-2, D-4 
receipt forms, sales 
slips, etc. from all 
sources including 
accounts recoverable 
from concessions, 
claims, fees, 
rentals etc. 


Agreements and General Policy 6 years A-2, D-4 
Arrangements Routine 2 years 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 4 FINANCE 


Retention Period 
and 
Remarks 


Subject Group Subject Description 


Agreements (Cont'd) |Federal-provincial Including ledgers 6 fiscal years 

A-2, D-4 
Before disposal, 
consult Public 
Archives for 
selective retention 
Individual 6 years and/or 1 
year after expiry 


or obsolete 


Allotments General Policy 6 years A-2, D-4 
Routine 2 years 
Ledgers and 6 fiscal years 
registers A-2, D-4 
Vouchers Transfers between 6 fiscal years 
primaries A-2, D-4 
Allowances General Educational, foreign 
service, marriage, 
northern and isola- 
ted post, risk, 
subsistence, 
terminal, etc. 
Policy 6 years A-2, D-4 
Routine 2 years 
Entertainment 1 fiscal year 
Ledgers and Family Allowance: 6 fiscal years 
registers War Veterans A-2, D-4 
Allowance 
Audits and General Policy 6 years A-2, D-4 
Auditing Routine 2 years 
Reports Including working 6 fiscal years 
papers A-2, D-4 
Banks and General Policy 6 years A-2, D-4 
Banking Routine 2 years 
Exchange rate sheets} Bank of Canada 1 fiscal year 
Statements (and Imprest Accounts 6 fiscal years 
reconciliations) A-2, D-4 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 


Spi) 


Schedule 4 FINANCE 


Subject Group Subject 


Banks (Cont'd) 


Vouchers 
Bonding Of employees 
Budgets General 

Individual 
Cash Accounting General 


Ledgers and 
registers 


Cheques General 


Actual cheques paid 
(i.e. cashed) 


Abstracts 


Bank statements and 
reconciliation 


Election warrants 


Lists (and trans- 
eripts) (all) 


All policy records as defined in paragraph I.A. 


Description 
Cheque Redemption 
Control Division 
Receipts, copies of 
transfers of funds, 


ete. 


Deposit slips 


Policy 
Routine 


Departmental 
Branch or Division 


Policy 
Routine 


Cash Blotters: Cash 
Books: Cash Summa- 

ries Receipts Regis-— 
ters: Wharfage Books 
Cash control records 


Routine 


Including like 
instruments 


Attached to suppor- 
ting vouchers 


Other copies 


Imprest banking 
accounts 


General lists 


Cancelled cheques 


Archives Branch of the Public Archives of Canada. 
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1 


2 


6 


if 


1 


Retention Period 


Re 


fiscal 


fiscal 


month 


years 


years 
years 


FI BCaL 


fiscal 


years 
years 


EESea 


fiscal 


years 


years 


fiscal 


fiscal 


Fiscal 


fiscal 


fiscal 


fiscal 


(c) must be referred to 


and 
marks 


year 


year 


je 


years 
Aj2. 

years 
A-2, 


years 
A-2, 


year 


A-2, 
years 

A-2, 
year 


years 
A-2, 


years 
A-2, 


years 
A=, 


year 


the 


D-4 


D-4 


D-4 


D-4 


Schedule 4 


Subject Group 


Cheques (Cont'd) 


Subject 


Lost 


Receipts for 


Registers 


FINANCE 


Description 


Deposited to bank 
accounts 


Pay = See Pay = 


PLAsts 


Returned cheques —- 


Retention Period 
and 
Remarks 


1 fiscal year 


- subsequently 
cancelled 1 fiscal year 
- subsequently 6 fiscal years 
paid A-2, D-4 


Statutory declara- 
tions 


1 fiscal year 


1 fiscal year 


6 fiscal years 


A-2, D-4 
Requisitions See Accounts 
Payable - Vouchers 
Returned Undeliverable Cancel after 6 
months: then destroy 
after 6 years 
Transcripts 6 fiscal years 
A-2, D-4 
Vouchers Returned 1 fiscal year 
Claims General By and against the 
Crown 
Policy 6 years A-2, D-4 
Routine 2 years 


Individual claim 


files whether 
settled or 
uncollectible 


Case files resul- 
ting in recovery of 
debts due to and 
against the Crown 
finalized or appro- 
ved for deletion by 
Treasury Board to 
amount of $ 100 


As above in excess 
of $ 100 but not 
over $1000 


1 year after all 
action complete 


2 years after all 
action complete 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 4 


FINANCE 


Subject Group 


Claims (Cont'd) 


Coding 


Contracts 


Credit 


Duties and Tariffs 


Encumbrances 


All policy records as defined in paragraph I.A. 


Subject 


General 


General 


Individual contract 
files 


Ledgers and 
registers 


See Accounts 
Receivable 


General 
Customs, excise, 
exports, imports 


forms 


General 


Adjustments 
Individual F.E.s 


Ledgers and 
registers 


Transfers 


Description 


As above over $1000 


Policy 
Routine 


Agreements, accep- 
tances of tender, 
etc. Policy 
Routine 
Case files re. 
purchases, rentals, 


services, etc. 


Less than $1000 


More than $1000 


Policy 
Routine 


Policy 
Routine 


Sub-allotment 


Archives Branch of the Public Archives of Canada. 
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(c) must be referred to 


Retention Period 
and 
Remarks 


6 years after all 
action complete 


A-2, D-4 
6 years A-2, D-4 
2 years 
6 years A-2, D-4 
2 years 


6 years after comple- 

tion and non-renewal 
A-2, D-4 

6 years after comple- 

tion and non-renewal 


A-2, D-4 
6 fiscal years 

A-2, D-4 
6 years A-2, D-4 
2 years 
2 years 
6 years A-2, D-4 
2 years 
1 fiscal year 
1 fiscal year 


1 fiscal year 


1 fiscal year 


the 


Schedule 4 


Subject Group 


FINANCE 


Subject 


Estimates 


Fees 


Funds 


Grants 


Imprest Accounts 


All policy records as defined in paragraph I1.A. 


General 


Individual 


General correspon- 
dence 


Individual 


General correspon- 
dence 


Ledgers and 
registers 


Non-Public 


Schools 
General correspon- 
dence 


Individual grant 
files 


Ledgers and 
registers 


Vouchers 


Description 


Policy 
Routine 


Departmental 
Branch or Division 


Consultant, pro- 
fessional, etc. 
services 
Policy 
Routine 


See Accounts Payable 
- Services rendered 
and Accounts Recei- 
vable - Vouchers 


Policy 
Routine 


See under Ledgers 
and Registers 


Policy 


Flower, gift, etc. 
Routine 


RoUey 
Routine 


Policy 
Routine 


Case files 
Routine 


Operational 
See under Accounts 
Payable - Ledgers 


See under Accounts 
Payable - Vouchers 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


6 years A=2, D-4 


2 years 


6 fiscal years 
A-2, D-4 
2 fiscal years 


6 years A-2, D-4 
2 years 
6 years A-2, D-4 
2 years 
6 years A-2, D-4 
2 years 
6 years A-2, D-4 
2 years 
6 years A=-2, D-4 
2 years 


6 fiscal years after 
final payment 
A-2, D-4 


Submit for disposal 
authority 


(c) must be referred to the 


Schedule 4 


FINANCE e 


Retention Period 


Subject Group Subject Description and 
Remarks 
Insurance General correspon- Policy 6 years A-2, D=-4 
dence Routine 2 years 


6 fiscal years 
A-2, D-4 


Ledgers and 
Registers 

(See also under 
Ledgers and Regis- 
ters by the subject 
group) 


General ledgers 
Specific by name Not shown elsewhere 


Accounts Payable - 
See Accounts Payable 


Accounts Receivable 


All policy records as defined in paragraph I.A. 


- See Accounts 
Receivable 


Allotment - See 
Allotments 


Allowance - See 
Allowances 


Canadian Pension 
Commission 


Cash —- See Cash 
Accounting 


Central Control of 
the Government of 


Canada 


Contract - See 
Contracts 


Encumbrance —- See 
Encumbrances 


Eskimo Loan 


Establishment 


Expenditure —- See 
Accounts Payable 
Ledgers 


Family Allowance - 
See Allowances 


Archives Branch of the Public Archives of Canada. 
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6 fiscal years 
A-2, D-4 


Permanent A-2, D-8 
and transfer to 
Public Archives 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


(c) must be referred to the 


Schedule 4 


FINANCE 


Subject Group 


Ledgers and 


Registers (Cont'd) 


Description 


Federal-Provincial 
- See Agreements 


Fishermen's Indem- 


‘nity Fund 


Harbour Dues 


Holdback 
Imprest Account - 
See Accounts Payable 


Indian Land Sales 
and Timber Sales 


Indian Savings and 
Trust Funds 


Invoice 


Journal Vouchers - 
See Vouchers 


Legal Payments Made 
Record 


Loans and Advances 
to Employees 


Loans and Invest- 
ments 


Old Age Security 


Open Accounts 


Rostages= see 
Postage Accounts 


RCAF Treasury 
Account Cards 


Refund: Refund and 
Drawbacks - See 
Accounts Receivable 


Retention Period 
and 
Remarks 


Submit for disposal 
authority 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


Submit for disposal 
authority 


Submit for disposal 
authority 


1 fiscal year 


1 fiscal year 


3 fiscal years 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 4 


FINANCE 


Subject Group Subject 
Ledgers and 
Registers (Cont'd) 
Pay Accounts 
(See also under 
PERSONNEL - 


Schedule 5) 


Allowances and 
deductions 


Assigned pay 


Canada Savings 


Cards 


Description 


Security Deposit 


Soldier Settlement 
(W.W.I.) 


Suspense —- See 
Accounts and Accoun 
ting - Suspense 


Travel Advance - Sed 


Travel 


Treasury Bills 


Trust 


Veterans' Benefit 


War Veterans' Allo- 
wance —- See 
Allowances 


Retirement Fund 
(Individual) 


Superannuation ope- 
ning balances 
January 1, 1954 


RCMP authorization 
forms 


Documentation 


Bondg Pledges 


Earnings Records - 


Retention Period 
and 
Remarks 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


Submit for disposal 
authority 


6 fiscal years 
A-2, D~4 


6 fiscal years 
A-2, D-4 


1 year after death 
provided all estate 
matters settled 


Submit for disposal 
authority 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


2 fiscal years 
Destroy at age 70 or 


1 year after death 
of employee 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 4 


Subject Group Subject 


FINANCE 


Description 


Retention Period 
and 
Remarks 


Pay (Cont'd) 


Death Benefit 


Files 


Income Tax 


Lists 


Complete pay record 
of employee service 
for Classified, 
Casual, Locally 
‘Engaged, Part-time, 
Prevailing Rate, 
Seasonal, Sessional 
employees. 


Annuttants Ledger 


Requisitions for 
payment 


Annuttants 


Service records 
benefit authoriza- 
tions, life certifi- 
cates and deduction 
notices (terminated 
files) 


Terminated Employees 


Documentation rela- 
tive to class, 
salary and deduc- 
tions 


T.4s and TP.4s 


Deduction Remittanc 
Payltsts: = 


Annuitant Deduction 


2 years after cessa- 
tion of payment to 
the annuitant or 
heirs provided no 
action pending or 
anticipated 


6 fiscal years 
after final payment 
A-2, D-4 


Sy Eiscailsyears 


to conform with 
Appendix B 


6 fiscal years 
A-2, D-4 


2 fiscal years 


9 months 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 4 


Subject Group 


Pay (Cont'd) 


FINANCE 


Subject 


Payroll time summa- 
ries, controls and 
deduction authoriza- 
tions 


Pension records 


Refund records 
Salary warrants 
Staff pay certifi- 
cates 


Statements 


Description 


Cheque lists 
detailing salary 
cheques for 

a) Classified em- 
ployees (including 
living allowances) 


b) Casual, Prevai- 
ling Rate, etc. em- 
ployees (where full 
Earnings Records 
Cards are maintained) 


c) Where Earnings 
Records Cards either 
do NOT exist or do 
NOT contain all the 
information requi- 
red 


Deduction 
Superannuation and 


pension payment 
cheque lists 


Locally engaged 
employees 


Individual 


Annuitants earnings 
records 


Retention Period 
and 
Remarks 


6 fiscal years 
A-2, D-4 


6 fiscal years 
A-2, D-4 


54 years from the 
date of the pay 
period 


9 months 
6 fiscal years 


A-2, D-4 


6 fiscal years 
A-2, D-4 


Destroy at age 70 or 
1 year after death 
provided no action 
pending or antici- 
pated 


Destroy at age 70 


6 fiscal years 
A-2, D-4 


2 fiscal years 


9 months 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 4 


Subject Group 


Pay (Cont'd) 


Petty Cash 


Postage Accounts 


Program Forecasts 


Receipts 


Refunds 


Registers 


Regulations and 
Orders 


Revenue 


All policy records as defined in paragraph I.A. 


FINANCE 


Subject 


General 


Ledgers and 
registers 


General 


Individual 


General 


See Accounts Payable 
- Vouchers 

and Accounts Recei- 
vable - Credit Notes 
and Accounts Recei- 
vable - Ledgers 


See Ledgers and 
registers and by the 
subject group 


General 


Re Individual 
payments 


See Accounts 
Receivable 


Description 


Cash gratuity 


Earnings records 


Including bulk 
payment system 

Policy 
Routine 


Daily Records and 
Advance Accounts 


Policy 
Routine 


Departmental 
Branch or Division 


For goods and ser- 
vices received, 
letters of acknowled 
gement, lists, rou- 
tine individual 
BECeUpEsS, S CEC. 


Policy 
Routine 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


6 fiscal years 
A-2, 

6 fiscal years 
A=2, 


2 fiscal years 


6 years 
2 years 


1 fiscal 


6 years D-4 


2 years 

6 fiscal years 
A-2, 

2 fiscal years 


1 fiscal year 


6 years A-2, D-4 


2 years 


6 fiscal years 
A-2, D-4 


(c) must be referred to the 


Schedule 4 


Subject Group 


Signing Authority 


Statements, Summa- 
ries and Reports 


Taxes 


Travel 


All policy records as defined in paragraph I.A. 


FINANCE 


Subject 


General 


Lists 


Accounting miscel- 
laneous 


Accounts Payable and 
Receivable (Expen- 
ditures and Reve- 
nues) 


Bank 
Pay 
Federal, provincial 


municipal, other 
than income tax 


Individual Accounts 


General 


Expense claims 
individual 


Retention Period 


Description and 
Remarks 
Policy 6 years A-2, 
Routine 2 years 


When superseded 


Not otherwise pro- 
vided for herein - 
Daily, monthly, 


quarterly, 1 fiscal year 
Yearly, 6 fiscal years 
A-2, 


Published in the 
Public Accounts 


2 fiscal years 


Listings by vote, 
primary, sub-allot- 
ment, financial 
encumbrance, or 
establishment 


Monthly 
Yearly 


3 fiscal years 
6 fiscal years 

A-2, 
See under Banks 


See under Pay 


Amusement, property, 
sales taxes, etc. 


Policy 
Routine 


6 years A-2, 


2 years 


See Accounts Payable 
and Accounts 
Receivable 


Allocations, ex- 
penditures, etc. 


Policy 
Routine 


6 years 
2 years 


A-2. 


Advances, requisi- 
tions, warrants, etc|. 
re. mileage, remo- 
val, travel, etc. 


6 fiscal years 


i, 


(c) must be referred to the 


Archives Branch of the Public Archives of Canada. 
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D-4 


D-4 


D-4 


D-4 


D-4 


Schedule 4 FINANCE 


R 


ketention Period 
Subject Group Subject Description and 
Remarks 
= 
Travel (Cont'd) Ledgers and Travel Advance 6 fiscal years 
registers A-2, D-4 
Vouchers Accounts Payable See Accounts Payable 
Accounts Receivable | See Accounts 
Receivable 
Bank See Banks 
Cheque See under 
Cheques - Abstracts 
- Vouchers 
Journal and Journal 6 fiscal years 
Registers A-2, D-4 
Security Deposit 1 fiscal year 
Release Forms 
Stores issue 2 fiscal years 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 5 


PERSONNEL 


Schedule 5 covers records to the employment of members of the Public Service 
of Canada, the Canadian Armed Forces, and the Royal Canadian Mounted Police. 
In addition to the individual Personnel records, this schedule includes such 
subject areas as attendance, employment, establishments, leave and holidays, 
promotions and reclassifications, salaries and wages, training and development 
of staff, and working conditions. 


This schedule deals with the official personnel records used by the Personnel 
Branch of each department or agency, not with the many duplicate records 
retained by other branches, smaller divisions and sections for their own 
current reference convenience. Where such duplicate records exist, they 
should be considered to be and treated as duplicates, which means that they 
may be destroyed without any specific authority as soon as the requirement for 
them ceases. 


The Public Service Commission and Treasury Board have basic responsibilities 
in the field of personnel operations assigned to them by the Public Service 
Employment Act. In this field too, other central agencies have large 
responsibilities so that there is bound to be some overlapping and duplication 
of records maintained by the several different offices and the ordinary 
department or agency. This schedule does not include the records of these 
central agencies. 


The retention periods for personnel files of individual public employees are 
covered by Appendix B. The retention requirements for individual pay records 
are shown in Schedule 4 - FINANCE. 


Cases may arise in which the retention period indicated for the subject files 
relating to personnel will not be sufficient for individual circumstances. In 
such cases, the record could be retained for an additional length of time 
sufficient to satisfy the departmental or agency needs. 


rps 


os 7 
x ; i 
elves? “MiSay ws \ te, fe 
ety ee A 
rae o e Loar | Un 
(nA 38). A er ,92:wel ae 


a 


A 7 : 
4 ua — 7 a oe ” i - a (4 fbi a4 
ial one - Gia 7 ' 
a ’ 7 Pee @ : 
ut. Seat er Pe —P fi hee ? 
e eal, 4a th jk’? re MA) ; a 
ior vea 4h) Neaye roe & 4 


nPomulea «i 
Se we, AE 300i! 
a iatii a tab Our ise 
WHY adic 1 > 


) 
i. WOetS CIM CAD Aptis iV 
: a) ile VEEN LVR pad} @ pie 
; pet ses ta 
iA Hine VOD MOTH * 
: i we + 64AvVOs ait 


' pel yzar? : 


Schedule 5 


PERSONNEL 


Subject Group 


General 


Accidents and 
Injuries 


Accreditations and 
Credentials 


Allowances 


Appeals 


Appointments 


Attendance and 
Punctuality 


All policy records as defined in paragraph I.A. 


Personnel only: 
others see Adminis-— 
tration schedule 


See Finance 
schedule 


See Staff Relations 


Acting, permanent 
and term 


Honorary 


Subject Description 


Retention Period 


and 
Remarks 
Miscellaneous and 
routine matters not 
covered in this 
schedule 
Policy 5 years INVA NDS 
Routine 2 years 
Workmen's compensa- 
tion, safety pro- 
gram, etc. 
Policy 5 years A=2)5 D=3 
Routine 2 years 


Individual cases 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Registers, reports, 
CEC. 


Archives Branch of the Public Archives of Canada. 
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Other departments 3 
years providing the 
Department of Labour 
has original or 
copies of pertinent 
documents 


5 years A-2, D-3 
2 years 
5 years A-2, D=3 
2 years 
5 years A-2, D-3 
2 years 


Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 
5 years A-2, D-3 
2 years 


3 months after 
fiscal year expires 


(c) must be referred to the 


Schedule 5 


Subject Group 


Bilingualism 


Classification 


Collective 
Bargaining 


Competitions and 
Examinations 


All policy records as defined in paragraph I1.A. 


PERSONNEL 


Subject Description 


General - See 
Administration 
schedule 


Language identifi- 
cation and designa- 
tion of positions, 
language require- 
ments, language 
training replace- 
ments Policy 
Routine 


Position files 


Language training 
- See Training and 


Development 
Challenges, conver- Policy 
sion, audits and Routine 


post audits, positio 
analysis standards, 
holding positions, 
delegation of classi 
fication authority, 
etc. 


Position files 


See Staff Relations 
Policy 
Routine 


Boards 


Eligibility lists 


Recruiting - See 
Employment and 
Staffing 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


5 years A-2, D-3 


2 years 


1 year after super- 
seded or obsolete 


5 years A-2, D-3 


2 years 


1 year after 
superseded or 
obsolete 


5 years A-2, D-3 


2 years 


2 years from board 
date 


1 year after expiry 


(c) must be referred to the 


Schedule 5 


Subject Group 


Discipline Boards or courts of 
inquiry, investiga- 
tions, irregulari- 
ties, etc. involving 
personnel 


Staff - See Staff 
Relations 


Employment and General 


Staffing 


Advertising of job 
openings 
Applications 

Corps of Commissio- 
naires, prevailing 
rates, professional, 
scientific, summer 
students, term 


(casual) etc. 


Programs 


Recruitment 


Establishment 


All policy records as defined in paragraph I.A. 


Archives Branch of the Public Archives of 


PERSONNEL 


Retention Period 


Description and 
Remarks 

Policy 5 years A-2, D-3 
Routine 2 years 

Individual cases 

- Negative results 2 years 

(not guilty) 

— Positive results 5 years 

(guilty) 
Policy 5 years A-2, D-3 
Routine 2 years 

1 year 
1 year 

Policy 5 years A-2, D-3 
Routine 2 years 

Co-operative program 

with universities, 

colleges, etc., work 

experience, winter 

works, etc. 
Policy 5 years A-2, D-3 
Routine 2 years 
Policy 5 years A=2. D=3 
Routine 2 years 
Policy 5 years A=2;, D=3 
Routine 2 years 

Individual 3 fiscal years 


Canada. 
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(c) must be referred to the 


Schedule 5 


Subject Group 


Evaluation and Per- 
formance Review 


Exchanges, Loans, 
Secondments and 
Attachments 


Grievances 


Health and Medical 


Honours and Awards 


Hours of Work and 
Overtime 


All policy records as defined in paragraph I.A. 


PERSONNEL 


Subject 


See Manpower Plan- 
ning - Performance 
Appraisal 


See Staff Relations 


General 


Decorations, medals, 
investiture, incen- 


tive award plan, long 


service, merit and 
outstanding achie- 
vement 


Suggestions 


General 


Description 


Arrangements for 
medical, dental and 
health services 


Policy 
Routine - First Aid, 
immunization, etc. 


Policy 
Routine 


Individual awards 


Suggestions—both 
accepted and rejec- 
ted. Primarily 
records of the In- 
centive Award Board 


Overtime authoriza- 
tion, reports of 
overtime performed, 


flexible hours, time 
Mid, SEC. 
Policy 
Routine 


Archives Branch of the Public Archives of Canada. 
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Retention Period 
and 
Remarks 


3 years after loan 
or exchange of 
personnel ceases 


5 years A-2, D-3 
1 year 

5 years A-2, D=-3 
2 years 

3 years. Before 


disposal consult the 
Public Archives of 
Canada for selective 
retention 


3 years for depart- 
ments other than the 
Public Service 
Commission 


3 years 
1 year 


(c) must be referred to the 


Schedule 5 


PERSONNEL 


Subject Group 


Subject 


Income Tax 


Inquiry 


Insurance 


Leave and Holidays 


Manpower Planning 


All policy records as defined in paragraph I.A. 
Branch of the Public Archives of Canada. 


Archives 


General 


Personal 


Unemployment 


Annual, casual, 
furlough, maternity, 
overtime, retiring, 
sick, special, and 
other types of 

leave 


Celebrations and 
holidays 


Manpower allocation, 
control, planning, 
requirements and 
utilization 


Retention Period 
and 
Remarks 


Description 


Policy A-2, D=3 


Routine 


5 years 
2 years 


Statements of per- Retain latest one 


sonnel exemptions only 

and deductions 

TDls 

Letters of 1 year 

For public servants, 

members of the 

Royal Canadian 

Mounted Police, and 

the Armed Forces, 

including death 

benefit, hospital, 

life, medical, 

social security and 

other insurance 
Policy 5 years A-2, D-3 
Routine 1 year 
Policy 5 years Mas 19-8) 
Routine 1 year 
Policy 5 years A=2 D=3 
Routine 1 year 

Leave forms 3 months after 

fiscal year expires 

Government obser- 1 year 

vance of 

DO NOT FILE ese FORMS ON 


INDIVIDUAL aati) FILES 


5 years A-2, D-3 


2 years 


Policy 
Routine 


(c) must be referred to the 


iat 


Schedule 5 PERSONNEL 
Retention Period 
Subject Group Subject Description and 
Remarks 
Manpower Planning Career management Career assignment 
(Cont 'd) programs, adminis- 
trative trainees, 
executive, etc. 
Policy 5 years A-2, D-3 
Routine 2 years 
Matters dealing with 
individuals to be 
placed on the indi- 
vidual personnel 
file 
Inventories Personnel inventory 
system, Data Stream 
Cle. 
Policy 5 years A-2, D-3 
Routine 2 years 
Individual Until susperseded 
positions or obsolete 
Performance Appraisals and 
appraisal reviews, efficiency 


Reports and 
statistics 


Nominal Rolls 


Oaths of Allegiance 
and Office 


All policy records as defined in paragraph I.A. 


ratings and evalua- 
tions, probationary 
and notice periods 


Policy 
Routine 


Individual 
appraisals 


Policy 
Routine 


Archives Branch of the Public Archives of Canada. 
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5 years A-2, D-3 


1 year 


3 years 


3 years 


When superseded or 
obsolete 


5 years 
1 year 


A-2, D-3 


(c) must be referred to the 


Schedule 5 


PERSONNEL 


Subject Group 


Passports and Visas 


Personnel Files 


Promotions and 
Reclassifications 


Recruitment 


Regulations and 
Directives 


Reports and 
Statistics 


Retirements and 
Separations 


Salaries and Wages 
(See also under 
FINANCE - Schedule 
4) 


All policy records as defined in paragraph I.A. 


Subject 


General 


See Employment and 
Staffing 


Personnel 


Pay 


Description 


Retention Period 
and 
Remarks 


Routine correspon- 
dence, applications, 
etc. 


Individual 


Policy 
Routine 


Including dismissals 
lay-offs, resigna- 


tions, retirements, 
GiKec 
Policy 
Routine 


Matters dealing with 
individuals to be 
placed on the indi- 
vidual personnel 
iBall bre: 


General salary 
matters, including: 
salary warrants, 
staff pay deduc-— 
tions, staff pay 
certificates, sta- 
tutory increases and 


revisions, acting or 
responsibility pay, 
pay stoppages, etc. 


Policy 
Routine 


Archives Branch of the Public Archives of Canada. 


2 years 


See APPENDIX B 


5 years 
2 years 


jee 


When superseded or 
obsolete 


3 years 
5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


(c) must be referred to the 


Schedule 5 PERSONNEL 


Retention Period 


Subject Group Subject Description and 
Remarks 
Salaries (Cont'd) Pay (Cont'd) Actual certificates, 
warrants, etc. 
See 
Finance-Schedule 4 
under Pay 


Earnings Records 
Cards 

See 
Finance-schedule 4 


Paylists 
See 
Finance-schedule 4 


Prevailing rates Rates of pay, sta- 
and casuals tements of hours 
worked, etc. 
Policy 5 years A=-2, D-3 
Routine 2 years 
Scholarships, Policy 5 years A-2, D-3 
Fellowships, Routine 2 years 
Bursaries, etc. 
Selection Standards Policy 5 years A-2, D-3 
Routine 2 years 
Sports and 2 years 
Recreation 
Staff Relations General Employee-management 


relations and ser- 
vices; designated 

employees, strikes 
and work stoppages 


Policy 5 years A-2, D-3 
Routine 2 years 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 5 


Subject Group Subject 


Staff Relations 
(Cont 'd) 


Adjudication 


Appeals and 
grievances 


PERSONNEL 


Retention Period 
and 
Remarks 


Description 


Administration of 
grievance adjudica- 
tion established 
under the Public 
‘Service Staff Re- 
lations Act; Public 
Service Staff Rela- 
tions Board deci- 
sions; arbitration 
tribunals relating 
to leave, discharge, 
dismissal, rates of 
pay, shift work, 
overtime, etc. 


For Departments other 
than Treasury Board, 
Public Service Staff 
Relations Board and 
Public Service 


Commission 
Policy 5 years A-2, D-3 
Routine 2 years 


Individual cases 


5 years after deci- 
sion made or case 
withdrawn. Before 
disposal consult the 
Public Archives of 
Canada for selective 
retention 


Policies, methods 
and procedures for 
handling appeals, 
complaints and 
grievances of 
employees 

Policy 
Routine 


5 years A-2, D-3 


2 years 


3 years after appeal 
or grievance 


Individual cases 


All policy records as defined in paragraph I.A. (c) must be referred to the 
Archives Branch of the Public Archives of Canada. 
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Schedule 5 


PERSONNEL 


n,n 


Subject Group Subject 
Staff Relations Collective 
(Cont'd) agreements 

Discipline 


Managerial and 
confidential 
exclusions 


Union relations 


All policy records as defined in paragraph I.A. 


Description 


Guidelines, inter- 
pretations; agree- 
ments by category 


Policy 
Routine 


Individual 
agreements 


Misconduct, intoxi- 
cation, misuse of 
government property, 
etc. 
Policy 
Routine 


Individual cases 


- Notice of disci- 
plinary action 


Casual, part time, 
managerial and 
confidential exclu- 
sions from collec- 
tive bargaining 

ASE CCMCHES.. CEC. 


Policy 
Routine 


Use of employer's 
facilities, union 
dues, etc. 
Policy 
Routine 


Archives Branch of the Public Archives of Canada. 


Retention Period 
and 
Remarks 


5 years A=-2Z, D=3 


2 years 


l year after expiry 
of agreement 


5 years A-2, D-3 


2 years 


Time limit as stated 
in applicable agree- 
ment 

OR 
destroy after 3 years 
have elapsed since 
the disciplinary 
action was taken 
provided that no 
further disciplinary 
action has been 
recorded during this 
period 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


(c) must be referred to the 


Schedule 5 PERSONNEL 
—————— 
| Retention Period 
Subject Group Subject Description and 
Remarks 
Studies, Surveys Personnel manage- Policy 5 years IND D8 
and Systems ment, surveys, stu- Routine 2 years 


Superannuation 


Training and 
Development 


All policy records as defined in paragraph I.A. 


dies and systems 


General 


Courses 


Language 


Individual studies 


Policy 
Routine 


Matters dealing with 
individuals to be 
placed on the indi- 
vidual personnel 
file 


Administration of 
training functions 
and activities, 
training schedules, 
directives, plans, 
rotational training, 
etc. 


Policy 
Routine 


Training courses in 
house and outside, 
KeEpOrESs., Cte. 


Policy 
Routine 


Language training 
and training cour- 
ses, nominations for 
language training, 
language knowledge 
assessment, testing 
and examinations, 
etc, 


Policy 


Routine 


Archives Branch of the Public Archives of Canada, 
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3 years after study 
has ceased or has 
been implemented. 
Before disposal 
consult the Public 
Archives of Canada 
for selective 
retention 


5 years 
2 years 


(Pa ee) 


5 years 
2 years 


5 years 
2 years 


5 years D-3 


2 years 


Ao. 


(c) must be referred to the 


Schedule 5 PERSONNEL 


Retention Period 


Subject Group Subject Description and 
Remarks 
Training and Language (Cont'd) Matters dealing 
Development (Cont'd) with individuals to 


be placed on the 
individual personnel 
file 


Transfers and Policy 5 years A-2, D-3 
Postings Routine 2 years 


Matters dealing 
with individuals to 
be placed on the 
individual personnel 
file 


Working Conditions Sanitation, heating,}2 years 
lighting, etc. 
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APPENDICES 


APPENDIX “‘A”’ 


THE PUBLIC RECORDS ORDER 
P.C. 1966-1749 


AT THE GOVERNMENT HOUSE AT OTTAWA 
FRIDAY, the 9th day of SEPTEMBER, 1966 
PRESENT: 
HIS EXCELLENCY 
THE GOVERNOR GENERAL IN COUNCIL. 


His Excellency the Governor General in Council, on the recommendation of the 
Secretary of State and the Treasury Board, is pleased hereby to revoke Order in 
Council P.C. 1961-212 of 16th February, 1961, and to make the annexed Public Records 
Order in substitution therefor, effective October 1, 1966. 


Certified To Be A True Copy 


Clerk of the Privy Council. 
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Short Title. 
1. This Order may be cited as the Public Records Order, 


Interpretation. 
2. In this Order, 


(a) ‘‘department” has the same meaning as in the Financial Administration Act; and 

(b) “public records” means correspondence, memoranda or other papers, books, maps, plans, photo- 
graphs, films, microfilms, sound recordings, tapes, computer cards, or other documentary material, 
regardless of physical form or characteristics, that 


(i) are made or received by any department in pursuance of federal law or in connection with the 
transaction of public business, 
(ii) are preserved or appropriate for preservation by that department, and 
(iii) contain information on the organization, functions, procedures, policies or activities of that 
department or other information of past, present or potential value to the Government of 
Canada, 


but does not include library or museum material made or acquired and preserved solely for reference or 
exhibition purposes, extra copies of records preserved only for convenience of reference, working papers or 
stocks of publications or printed documents. 


Responsibilities of the Treasury Board. 


3. Nothing in this Order shall be construed as restricting the authority and responsibility of the Treasury 
Board to exercise its functions in respect of general administrative policy in the public service and in particular 
to issue policy statements or guides aimed at the administrative improvement of records management in the 
public service of Canada, or assessing the effectiveness of any department or agency in these matters. 


Responsibilities of the Dominion Archivist. 
4. With respect to public records in the custody of departments, the Dominion Archivist shall 


(a) assess all proposals to destroy records and approve such of those proposals as he considers to be in 
the public interest; 

(b) assess all proposals for the removal of records from the ownership of the Government of Canada and 
approve such of those proposals as he considers to be in the public interest; 

(c) assess all proposals of departments for microfilming with particular regard to 


(i) the appropriateness of equipment proposed, 
(ii) the efficiency of the processing techniques to be employed, 
(iii) the adequacy of the proposals regarding the preservation of public records, 
(iv) the economies that might be obtained by using the central microfilming service for machine 
processing; 


(d) from time to time review existing microfilming installations in the light of the factors listed in 
paragraph (c); 
(e) assess, through periodical reviews of departmental practices, 
(i) the adequacy of departmental records classification systems as a means of preventing loss within 
the holdings, 
(ii) the extent to which the important policies and programs of departments are documented for 
future research, and 
(iii) the extent to which records are segregated as to value and given adequate storage and handling 
in order to protect them from deterioration and from accidental and wartime destruction; and 


(f) establish standards and issue guides to departments in respect of the matters described in this 
section. 


88 


3. 


With respect to public records in his custody, the Dominion Archivist shall classify, store and safeguard 


(a) 
(b) 


historical records no longer required by departments and transferred to the custody of the Public 
Archives; and 
records of defunct departments that have not been placed in the custody of some other department. 


6. With respect to dormant records that are still the property of departments, the Dominion Archivist shall 
provide economical records-centre storage facilities and shall promote the use of such facilities. 
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In relation to the responsibilities set out in sections 4, 5 and 6, the Dominion Archivist shall 


(a) 
(b) 


(c) 
(d) 


(e) 


(1) 


(2) 


prepare an annual report to the Treasury Board on the activities of departments in the field of 
records; 

submit reports to departments whenever he considers there is inadequacy in the management of their 
records; 

serve as Chairman of the Advisory Council on Public Records established by this Order; 

issue general schedules regarding the retention and disposal of records common to most departments 
(i.e. housekeeping records); and 

establish standards to assist departments to schedule the retention and disposal of their operational 
records, and approve or refuse to approve all such schedules. 


Responsibilities of Departments. 


Each department shall 


(a) designate an officer of the department who has a thorough knowledge of records management 
to act as Records Co-ordinator; 

(b) submit to the Dominion Archivist any proposal to destroy records, other than those covered by 
existing schedules, or to remove records from the ownership of the Government of Canada; 

(c) by May 1, 1969, submit for the approval of the Dominion Archivist retention and disposal 
schedules applying to all operational records; and 

(d) when considering the possibility of using microfilm in the management of records, seek, at an 
early stage, the advice of the Dominion Archivist on equipment, techniques and possible 
economies, whether the department is conducting the study using its own resources, an advisory 
service or a consultant. 


Where the Central Microfilm Unit of the Public Archives cannot provide suitable microfilm service to 


a department, taking into consideration economy and departmental program needs, the department may, 
in accordance with the Government Contracts Regulations, utilize commercial microfilm services on a 
service, rental or purchase basis. 


(3) No department shall destroy records or permit records to be removed from the ownership of the 
Government of Canada without the approval of the Dominion Archivist. 


Advisory Council on Public Records. 


(1) There shall be an Advisory Council on Public Records to which the Dominion Archivist may refer 
matters of policy and proposals for the destruction of records, whenever he considers that the experience 
of departments and the views of the academic community are specially relevant. 


(2) The Advisory Council on Public Records shall consist of 


(a) the Dominion Archivist, who shall be Chairman; and 
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(b) twelve other members, to be appointed by the Treasury Board on the recommendation of the 
Dominion Archivist, each for a term not exceeding three years, as follows: 


(i) nine members from government departments and agencies, including the Treasury Board at 
all times, and 

(ii) three members from outside the public service, one of whom shall be a representative of 
the Canadian Historical Association, one of whom shall be a representative of the Canadian 
Political Science Association and one of whom shall be a representative of the Records 
Management Association of Ottawa. 


(3) There shall be at least one meeting of the Advisory Council on Public Records in each quarter. 


(4) Procedural rules for the Advisory Council on Public Records shall be drawn up and issued to 
departments by the Dominion Archivist. 


(5) The Advisory Council on Public Records shall consider and make recommendations to the Dominion 


Archivist concerning all matters respecting public records referred to it by any member of the Council or 
the Treasury Board. 
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Objective 


The following instructions give in detail the operational procedures 
whereby the transfer, storage and destruction of personnel records will 
be effected in the most efficient manner both by the departments and 
agencies and the Public Archives of Canada. 


Definitions 


"Department" has the same meaning as in the Financial Administration Act 
and includes Agencies. 


"Personnel records" include the official departmental personnel file and 
all documents and records of earnings, service and leave related to the 
career, or person, of any employee of the Crown, that are made or 
received by the department in which that employee is employed. The 
official personnel file does NOT include security clearances and related 
documents which are required to be filed separately. 


A "centralized personnel record system" is one where official personnel 
files are located in headquarters of the department, and final 
responsibility for decisions in matters of personnel administration 
falling within the responsibility of the department are made at 
headquarters. 


A "decentralized" personnel record system is one where official personnel 
files are located in the various regional or field offices of the depart- 
ment and where authority for personnel administration has been delegated 
by the Deputy Head to the officer in charge of each region or field 
OLrice. 


Transfers of Records 
A. Categories of Transfers 
(i) from the headquarters office of one department to the Headquar- 
ters office of another department (normally in the Ottawa 


area); 


(ii) from the headquarters office to the field offices of the same 
department; 


(iii) from the field offices to the headquarters office of the same 
department; 


(iv) from the headquarters office of one department to a field 
office of another department; 


(v) from a field office of one department to the headquarters 
office of another department; and 


(vi) from a field office of one department to a field office of ano- 
ther department. 
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Purpose of Transfer 


When an employee is transferred from one department to another 
department, or is separated from the public service, the official 
departmental personnel records of that employee shall: 


(i) on transfer, be forwarded to the receiving department; or 


(ii) on separation, be forwarded to the Public Archives Records Cen- 
tre in Ottawa. 


The prime purpose for the transfer of the personnel records is to 
avoid the creation and retention of duplicate records by more than 
one department. The practice whereby duplicate personnel records are 
retained by a department both at its headquarters and its regional or 
field offices should be discontinued. 


Responsibility for Transfer of the Personnel Records 
(i) Centralized Records (At Headquarters) 


When an employee is transferred or re-assigned from one department to 
another and both departments have centralized personnel record 
systems, it shall be the responsibility of the receiving department 
to ensure that the personnel records of that employee are transferred 
with him or shortly thereafter. 


(ii) Decentralized Records (Personnel transferred to, from, and 
between regional or field offices) 


When an employee is transferred or re-assigned from one department to 
another and the records are decentralized, i.e., the official 
personnel file is maintained at the field office level for field 
office employees, it shall be the responsibility of the receiving 
department to ensure that the personnel records of that employee are 
transferred as appropriate, e.g.: 


(a) to the field office if the receiving department's records are 
also decentralized; or 


(b) to the headquarters office if the receiving department's 
records are not decentralized. 


(iii) Freld Offtce Duplicate Records 


If decentralization of personnel records is in a transitional stage 
(duplicate personnel files still temporarily maintained in regional 
or field offices) only original documents and correspondence with 
more than transitory significance should be forwarded to the recei- 
ving department. All other material should be destroyed, 
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Seeurtty Records - Transferabiltty 


Personnel Security records shall NOT be transferred automatically 
between departments. 


When an employee is transferred from one department to another, the 
relinquishing department, if it has conducted security clearance 
procedures, shall, on request, from the acquiring department, 
transfer the Personnal History Forms and the fingerprint form which 
have been checked by the R.C.M.P. and the field investigation report, 
if one has been provided. If the file contains adverse information, 
the relinquishing department shall discuss the case with the new 
parent department before a transfer of documents is made. The 
discussion shall be held between the Departmental Security Officers 
and, if necessary, with the Security Panel Secretariat. 


When an employee is loaned or seconded, security clearance documents 
will NOT be transferred. The parent department shall provide a 
written statement to the employing department certifying the level of 
clearance currently authorized. If a higher clearance than the one 
certified is required, the parent department shall have the respon- 
sibility of initiating whatever up-grading action may be necessary in 
light of the requirements of the department to which the employee is 
loaned or seconded. 


Leave Applteatton Forms 


Leave application forms shall not be placed on individual official 
personnel files. Such forms shall NOT be transferred but shall be 
destroyed in accordance with the approprtate schedule of the "General 
Records Disposal Schedules of the Government of Canada" (i.e. 3 

months after the end of each fiscal year). 


Effteteney Rating Forms and Related Documents 


Efficiency rating forms older than the period specified in the 
"General Records Disposal Schedules of the Government of Canada" 
shall NOT be transferred, but shall be destroyed in accordance with 
this schedule. 


Superannuation Documents 


In the case of transfers between departments, superannuation 
documents shall be completed and certified in accordance with the 
instructions issued from time to time by the Superannuation Branch, 
and shall be placed on the official personnel file of the transferred 
employee. These documents shall show the complete record of service 
and salary of the employee. 
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Storage at Public Archives Records Centre, Ottawa - Retired or Separated 
Employees' Files 


A. 


B. 


Departmental Retention Period 


(i) 


(ii) 


The official personnel files of a retired or separated employee 
shall be retained by the department with which he was last em- 
ployed for one year from the date of retirement or separation. 


The official personnel file of a retired or separated employee 
who dies within this one-year retention period shall be treated 
in accordance with paragraph 6 A. (ii) below. 


Movement to the Publie Arehtves Records Centre, Ottawa 


(i) 


(ii) 


(iii) 


(iv) 


(v) 


The official personnel files of retired or separated employees 
shall be kept in alphabetical sequence. At the end of the one- 
year retention period, such files shall be forwarded to the 
Public Archives Records Centre in Ottawa at a time to be arran- 
ged with the staff of the Ottawa Records Centre. 


As a means of assisting the Records Centre in indexing, and the 
relevant departments in identifying ex-employees later, the 
birth date of the employee should be shown on the official per- 
sonnel files, top right, or lower left hand corner of the file 
face. An abbreviated month-year indication will suffice, e.g. 
"12/20" for December, 1920. 


Where the personnel records have been decentralized, the offi- 
cial personnel files may, at the discretion of the department, 
be shipped from field offices directly to the Records Centre, 
Ottawa. 


If the personnel records are in a transitional stage of being 
decentralized, and duplicate personnel files are still maintai- 
ned in field offices, ONLY original documents and corresponden- 
ce of more than transitory significance should be sent to the 
Records Centre, Ottawa. Other material should be destroyed. 


Departments should staple the last Public Service Commission 
Action Form, or equivalent, which has been used as a 
"separation notice", to the left-hand side of the inside of the 
file jacket. This Personnel Action Form contains most of the 
information required by the Public Archives Records Centre in 
the processing and servicing of the files. 


Securtty Records 


Security records concerning a retired or separated employee shall NOT 
be transferred to a Records Centre. Such records should be destroyed 
in accordance with the appropriate Schedule of the "General Records 
Disposal Sehedules of the Government of Canada", 
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D. Personnel Records not ftled tndividually (t.e., Collective-Type 
Records ) 


(i) Personnel records not kept separately for each employee may 
also be transferred to the Records Centre. For example, 
personnel records that have not been placed in individual 
folders but have been filed with other documents about a field 
office may contain personnel information for a group of persons 
who were successively appointed at one location. Such records 
and any others of a like nature may be transferred under 
special arrangements with the staff of the Records Centre. 


(ii) In future, to avoid the difficulty mentioned in (i) above, the 
personnel records should be filed on an official personnel 
file. Where it is desirable to maintain additional subject 
files, the record of such subject files can be completed by 
placing copies of the personnel information on these subject 
files. 


E. Departments whtch have NOT prevtously transferred rettred or 
separated Employees' Offtctal personnel files for storage 


Departments which have not previously transferred the official 
personnel files of retired or separated employees to _ the Ottawa 
Records Centre should make immediate arrangements to do so. 


6. Destruction of Official Personnel Files 
A. By Departments 
(i) At Seventy Years 

Departments are authorized to destroy the official personnel 

file of any ex-employee whose recorded birth-date shows that 

the ex-employee has reached the age of 70 years provided that: 

a) The ex-employee has been out of the public service for at 
least one year and there is no reason to believe that the 


ex-employee may be re-engaged in the public service; and 


b) the records are not likely to be of historical value as out- 
lined in Section 7 below. 


(ii) One Year After Death 
Departments are also authorized to destroy the official person- 
nel file one year after the death of any ex-employee who: 


a) dies while in the public service; or 


b) dies within the one year retention period specified in Sec- 
tion 5.A. (ii) above; provided that: 
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c) no further action is pending or is expected that would 
require retention of the records for a longer period; and 


d) the records are not likely to be of historical value as 
outlined in Section 7 below. 


By the Publite Archives Records Centre, Ottawa 


The Public Archives Records Centre is authorized to destroy progres- 
sively the official personnel files of ex-employees whose recorded 
birth dates show that the ex-employees have reached the age of 70 
years, without reference to departments. The criteria at paragraph 
6.A. (i) a) above and Section 7 below also apply. 


Destruction of Collective-Type Records 


Collective-type records which have not been kept separately for indi- 
viduals shall be retained by the Public Archives Records Centre until 
the personnel involved have attained the age of 70 years or for a 
lesser period on submission by the department concerned. 


Persomel Pay Records 


Firm and comprehensive retention periods have been established for 
the destruction of pay records of employees. These are shown in the 
appropriate schedule of the General Records Disposal Schedules of the 
Government of Canada (i.e. the Finance Schedule). 


Since the Central Pay Division maintains collective pay lists of em- 
ployees, e.g., salary lists, duplicate records of the same _ type 
should NOT be kept by personnel or administrative offices beyond the 
retention periods stated in the appropriate schedule of the General 
Records Disposal Schedules of the Government of Canada (i.e. the Per- 
sonnel Schedule). 


Physteal Form of Destruction of Offtctal Personnel Files 


The method of destruction for official personnel files shall be by 
means of shredding, pulping or burning. The files shall NOT be dis- 
posed of by sale as waste or salvage. 


Destructton of Indices of Transferred Offictal Personnel Files 


Departments which have organized any type of index control for the 
official personnel files transferred to another department or trans- 
ferred to the Public Archives Records Centre in Ottawa may destroy 
such indices two years after the date of the transfer. This includes 
cards, covering letters and receipts. 
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Historical Personnel Records 


Ate 


Aetton by Departments 


(i) Personnel and records officers having knowledge of former em- 
ployees who have attained distinction within the public 
service, or some special distinction or status beyond the 
bounds of duty, or outside the public service, e.g. during a 
military career, can assist the Public Archives greatly by 
tagging the official personnel files of such employees or of 
employees who have attained any of the ranks listed under B 
below. 


Cit) If any doubt exists about a particular official personnel file, 
it shall NOT be destroyed within the department but shall be 
suitably tagged and transferred to the Ottawa Records Centre 
for further historical assessment. 


Actton by the Publte Archtves Records Centre, Ottawa 


To ensure the preservation of the official personnel files of 
employees who may be of interest to historians, the Ottawa Records 
Centre will examine for permanent retention the files of employees of 
the following ranks or their equivalents: 


Deputy Ministers 

Associate and Assistant Deputy Ministers 
Commissioners 

Chairmen of Boards 

Comptrollers or Directors General 

Agents General 

Directors of Branches and Divisions 
Deputy Superintendents of Indian Affairs 
Dominion Astronomers 

Surveyors General 

Masters of the Mint 

Dominion Hydrographers 

Nees Dominion Geodesists 

14. Chief Oceanographers 

NTS Chief Geologists 

Wes Chief Architects 

aE Chief Engineers 

ipods Dominion Land Surveyors 

1B All Surveyors and Engineers in charge of Public Works, Railways 
and Canals 


° e e 


OnNIANHWNHE- 
e 


es 
oe) 


he 
Ne 
° 


20% Captains of Vessels serving Hudson Bay and Northern Posts 
pars Clerks of the Crown in Chancery 
pase Commissioners, Deputy and Assistant Commissioners and other of- 


ficers of the Royal Canadian Mounted Police including 
inspectors and above 
eM Ambassadors 
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24. High Commissioners 
ides 3 Heads of Missions 


26. Consuls General 
Zi. Senior Officials outside Canada 
28. Senior Members of the Judiciary, i.e., Chief Justices and 


Justices of the Supreme, Exchequer and other Courts 

29. Officers of Parliament including the Sergeant-at-—Arms, 
Gentleman Usher of the Black Rod, Clerk of the House, Law Clerk 
and Others. 


File Stripping 


There should be no file stripping as a matter of course; this practice is 
not economical. However, during daily references to personnel files, 
ephemeral material can and should be removed from the files by the staffs 
of personnel offices. Records dealing specially with disciplinary 
matters may be disposed of in accordance with the appropriate schedule of 
the "General Records Disposal Schedules of the Government of Canada". 
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Appendix C 


PROCEDURES FOR THE DISPOSAL OF RECORDS 


The Disposal of Public Records 


a) 


b) 


) 


d) 


e) 


f) 


Recommendations for disposal of public records are to be submitted to 
the Records Management Branch of the Public Archives of Canada by the 
deputy head of the department or agency concerned or his authorized 
representative, on a standard form ARC-170, sample attached, copies 
of which can be obtained from the Records Management Branch of the 
Public Archives of Canada. This submission should be made whether 
the request is for an authority for an immediate disposal or for a 
continuing authority to dispose of records. This submission will 
also be required for the transfer of records from federal government 
departments or agencies to any other government, agency, institution 
or person. No submission is required for transfer of public records 
within the federal government. 


The department shall obtain certification on the form ARC-170 from 
its Financial Officer and Auditor General's representative that these 
officers have no objection to the proposed disposal. 


Submissions for authority to dispose of public records should be sub- 
mitted in duplicate to the Records Management Branch of the Public 
Archives of Canada. Where lists or schedules describing the records 
are necessary these should be prepared and submitted with the ARC-170 
form. These lists or schedules are also required in duplicate. A 
Public Archives of Canada Approval Number is assigned to the submis-—- 
sion on its receipt. 


The Dominion Archivist, on the advice of the representatives from the 
Records Management Branch and the Archives’ Branch of the Public 
Archives, approves the submission outlining archival limitations if 
any. He then signs the submission and returns it to the department 
concerned. This constitutes a Public Archives of Canada authority 
for the disposal of the records, i.e. the first approval processed in 
1978 would be PAC 78/001. 


Departments are reminded that all their records are required to be 
scheduled for retirement and disposal or long term retention in 
accordance with the Public Records Order. This will reduce the 
number of submissions required to control the accumulation of records 
and give both the department and the Public Archives of Canada a 
better overall view of the departmental records retention and 
disposal program. 


Departments must maintain a record of the volume, in cubic feet, of 
records destroyed for both headquarters and field offices. This 
figure must be submitted anually on a fiscal basis to the Records 
Management Branch of the Public Archives of Canada to assess the size 
of the government's retention and disposal activity. The report 
should show two totals: (i) Headquarters, and (ii) field offices. 
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Microfilming Projects 


All proposals for microfilming government records must be submitted to 
the Records Management Branch of the Public Archives of Canada for 
assessment and recommendation of the Dominion Archivist. A standard form 
ARC-197, sample attached, is available from the Records Management Branch 
for the submission of these microfilming projects. Upon the signature of 
the Dominion Archivist the submission is considered to be an approval of 
the proposed disposal arrangements subject, of course, to any comments 
indicated. 
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BE oe Public Archives Archives publiques 
Canada Canada 


RECORDS RETENTION AND DISPOSAL AUTHORITY 


(AUTHORIZED BY P.C. 1966-1749) 


Please submit in duplicate to: 
THE DIRECTOR, RECORDS MANAGEMENT BRANCH, 
PUBLIC ARCHIVES OF CANADA, OTTAWA, ONTARIO K1A 0N3 


For proposals to microfilm records — Use form ARC 197 
LOCATION OF RECORDS 


ROOM NO. BUILDING 


OEPARTMENT 


PUBLIC ARCHIVES APPROVAL NO. 


DEPARTMENTAL NO. 


AOORESS (Street and City) 


RECORDS MANAGER (Signature) 


DESCRIPTION OF RECORDS 


NAME OF CREATING DEPT., BRANCH, DIVISION OR OTHER CU: FT. OF RECORDS FOR OIS- DATING FROM (year) 
POSAL 
= Se 
IN THE PHYSICAL FORM OF: ARRANGED BY: 
(J Fites (-] MICROFILM (] PLANS (] SUBJECT CLASSIFICATION (_] NAME (J CONTRACT NO. 
(J oTHer (_] OTHER 
(Specify) (Specify) 
QUOTE ANY EXISTING DISPOSAL AUTHORITY CONTINUING AUTHORITY REQUESTED 
(1 yes T) No 
RETENTION PERIOD(S) 
RECORDS RELATED TO 
(Describe major subjects, functions, etc.) 
(Indicate whether the records described relate to headquarters and/or field offices) 
DATE APPROVED 


DATE APPROVED 


DIRECTOR, FINANCIAL AND AOMINISTRATION BRANCH, OR 


EQUIVALENT 


REPRESENTATIVE OF THE AUDITOR GENERAL 


PUBLIC ARCHIVES LIMITATIONS APPLICABLE TO THIS AUTHORITY 


| DATE | APPROVED 


DOMINION ARCHIVIST 


ARC=170(4/77) 
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io Public Archives = Archives publiques 
Canada Canada 


DEPARTMENTAL SUBMISSION NO. 


PUBLIC ARCHIVES OF CANADA 


RECORDS MICROFILMING SUBMISSION FILE NO. 
INSTRUCTIONS 
Ay CEPARTMENTS WILL SUBMIT THIS APPLICATION, WITH Be TECHNICAL ADVICE ON MICROFILMING TECHNIQUES, 
ATTACHMENTS IF APPLICABLE, IN DUPLICATE To — EQUIPMENT ANO COST ESTIMATING MAY BE OBTAINED 
THE OIMECTOR, MECOMOS MANAGEMENT BRANCH, FROM THE CENTRAL MICROFILM UNIT, PUBLIC 
PUBLIC ARCHIVES RECORDS CENTRE, TUNNEY’S PASTURE ARCHIVES OF CANADA, OTTAWA, 
OTTAWA 


RECORDS LOCATION 
OEPARTMENT BRANCH/ DIVISION 


ROOM NO. BUILOING STREET 


ee 
SIGNATURE OF RECOROS MANAGER DATE NAME OF DEPT'L OF 


ICER IN CHARGE OF MICROFILM 


TEL. NO. 


| HEREBY CERTIFY THAT | HAVE NO OBJECTION TO THE DISPOSAL OF THE RECORDS AND/OR MICROFILMS AS PROPOSED IN THIS FORM 


CIMECTOR FINANCIAL AND AOMINISTRATION BRANCH OR EQUIVALENT OATE 


RECORDS DESCRIPTION 


AUDITOR GENERAL'S REPRESENTATIVE 


To tya.) 


NAME OF CREATING DEPARTMENT 
BRANCH, DIVISION OR OTHER 


FILES [MAPS 
PHYSICAL | 


FORM 


DATING 


OTHER (SPECIFY) 


RELATING TO (FILE SERIES, SUBJECT MATTER AND OTHER INFORMATION) QUANTITY 


cuBIC FT. NO. OF ITEMS SIZE 


MICROFILMING 


|PURPOSE 
Bae 8 ee 8 —_—— 


FILM DUPLICATION 


DIRECT 
OuP. 
SILVER 


IN FORMATION ACQUISITION FROM DISTRIBUTION OF 


| 
| 
| 16 M 
| RETRIEVAL ANOTHER SOURCE | INFORMATION tne ss Sokal 
| 


SILVER 


SECURITY | | SAVINGS IN | COMPUTER 35MM APERTURE JACKETS 
| SPACE OUTPUT CARDS 
DUPLICATION OF | SAVINGS IN | 
| / 105MM KALVAR 
INFORMATION | EQUIPMENT 
— ee ! ee oo _| 


NOTE: BEFORE COMMENCEMENT OF MICROFILMING AN ARC-32 REQUISITION FOR MICROFILM SERVICES MUST BE COMPLETED. 


DISPOSAL ARRANGEMENTS 
T 


|RETAIN IN DEPT. | REASON FOR RETENTION TRANSFER TO DESTROY AFTER RETENTION OF 
ORIG. | IMMEDIATELY 
INAL OR 
RECORD 


|RETAIN IN DEPT. 
MICRO- | 
FILM | 


TRANSFER TO OESTRCOY AFTER 


FOR PUBLIC ARCHIVES USE 


ESTIMATED COST OF MICROFILMING 


RECOMMENDED 


DOMINION ARCHIVIST 


COMMENTS 


AR C-197 (11/75) 
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Appendix D 


SCHEDULING RULES AND SUGGESTIONS 


When departments and agencies are determining retention periods for re- 
cords, they should apply the following general questions to each group of 
records: 


ae 


Has all action on the records been concluded or has the information 
on file served its purpose? Would any information contained therein 
be of further significant value either for administrative, legal, 
fiscal or research purposes to the creating department or agency, or 
to any other governmental department or agency? 


What, if any, are the statutory requirements concerning the retention 
period of the record? Will the records or information be required to 
support a claim by the government, or to refute one against the 
government? 


Will the records or information be required for the protection of the 
civil, legal, property or other rights of the government or the gene- 
ral public? 


Do other departments or agencies retain copies of the records? 


Is the substance of the records available in a more permanent form 
such as in an annual report or other comprehensive document? 


What would be the cost of maintaining the records for a lengthy 
period of time, and what would be the possible future value to be 
obtained compared to this cost? 

What is the frequency of reference to the records? 

Are the records necessary to the creating department or to the Public 


Archives of Canada to document the agency's activities or its 
historical development? 


105 


Appendix E 
THE HISTORICAL VALUE IN RECORDS 


The Dominion Archivist, assisted and advised by members of the Archives 
Branch of the Public Archives of Canada, is charged with the responsibility 
of selecting and preserving all historically valuable records produced by the 
Government of Canada. In order to fulfill its responsibilities, the Public 
Archives of Canada must review all proposals for the disposal of records by 
departments and designate historically valuable materials for transfer to the 
Public Archives of Canada. 


Departments and agencies are required to develop sound file 
classification systems, designate definite retention periods and apply the 
schedules to their records. Departments should mark files which they 
consider to be of historical significance, thus assisting the Archivists in 
their job of selection. However, once files are transferred to the Archives 
Branch of the Public Archives of Canada they cease to be the property of the 
creating department. Such records under normal circumstances, will not be 
returned to the creating department or loaned to any other agency for 
operational or research use. 


Records are preserved for a variety of reasons. In the Canadian Govern- 
ment, they may have one or all of several values: 


1. Administrative value to a department or agency; 


2. Legal value to a department or agency or to the people whom it 
serves; 


3. Fiscal value to a department or agency or to the people whom it 
serves; and 


4. Archival, historical or research value to economists, statisticians, 
political scientists and historians. 


The archival or research value is the actual "Historical Value" in 
records. The records considered of permanent (i.e. historical) value are 


those that show: 


1. The organization and administrative history of the department or 
agency; 


2. The policies followed by a department or agency and the various rea- 
sons for their adoption; 


3. The department's or agency's working method; 
4, Its specific individual transactions insofar as _ they establish a 
legal status of any kind, or as they may be presumed to have a 


general and continuing interest; and 


5. The general social, economic or other conditions with which the 
department or agency dealt. 
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TT 


& Note: AP means Accounts Payable; AR means Accounts Receivable 
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AV LATIONS SUPPLIES? cite steaeic ss sect utea © 


BENEFITS: 
AWARDS : = Amul tants~see Pay-LIsSts! wsene sess 4 
— General-See Honours .seccccrececees 2 - Collective Agreements-See Staff 
= Decorations—-See) HONOULS! ss sscleesic oe > Relations-Collective Agreements oe 
= Incentive-See HONOURSEisiclelelslelersle sien > — Death SececmincuranCem een eciacic cease cuD 
—- Medals-See Honours cescesserneccses 2 —) Payments—see Pay—Death: 2. ses sss 
- Suggestions-See Honours .eeeceeeee 5 “=SCNEHOLANE tes eee erecces vcews nae PLCLAGE 

- Veterans'-See Ledgers-Specific ... 4 

“Bn 

BICULTURALISM: Use Cultures and 
BADGES : Git St OM Seera teletatae teieteleherereteraielerere cieiets ferale rem t 
=) Generallar sieisteteletetele ce oicieleehelelereieretetere oie 
— Procurement—Purchase-Issue .e..e-- 3 BILINGUALISM: 


— General eoeeeoeeeeeeeeneeeeeseeeeeeeeee l 
BAGGAGE WE SCOML Gans pOntall LOMmelsisleisteronet 
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BILINGUALISM: (cont'd) BOOKS: (cont'd) 
—- Language Training-See Training- - Cash-General-See Cash Accounting- 
Language eee eee eee e eee eeeeeeeeeeee 5 Ledgers PEE OP TOT Cee Ochre nary we 
- Language Training Replacements- - Attachments-Use Cash 
See Bilingualicm ..escouctsusteesess Accounting-Ledgere: sesssdsceturwont 
- Personnel-See Bilingualism ....... 5 - Ledgers-See Cash Accounting ..... 4 
- Positions-See Bilingualism ....... 5 - Information Services-See Books .... l 
- Library-See Library Services ...... 1 
BILLS¢ - Revenue-Use Cash Accounting- 


- Accounts-See AP-Vouchers ....eeee. 4 Ledgers. ivaswecacenvvnw bs swe wessane 
- and AR-Vouchers seccsscesascseoe 4 —- Ships-Use Ships <ijssvivecnsexeuneas a 

- of Lading-See AP—-Vouchers .ecoceee 4 - Vehicle Log-See Vehicles .ccsesesse 3 

- Legislation-See ActS secccssesecee 1 - Wharfage-See Cash Accounting- 

- Treasury-See Ledgers-Specific .... 4 Ledgers... ss.as since diene ove. ene aslo nent 


BINDERS: BOUNDARIES: See Organization ....... 1 
—- Machine Run-Use Statements- 

AP & R rec ee tlees ateleie a aes Cre ee BREACHES: See Security eoeeeeeeeeee ee © l 
BINDING: See Books eoeeeeeeeveeeeeeee l BRIEFINGS: eoeeveeeeeeeeeeeeeeeeeeeeee l 
BIOGRAPHIES: See Information BROADCASTS: 

Services eer eee ee ee ee ee eeeeeeeeeeeee l = Advertising-See Information 
Services eeeeeeeeeeeeeeeeeeeeee eee 1 
BLASTS: See Building-Protection ... 2 - Radio-See Information Services .... l 
- Television-See Information 
BULNDS 7 ESCO eEUrNLEUCGs ccc ciec cellos eet SOEnVi Ces Radi On. oceteic a a eitecisnis mareteme 
BLOOD DONOR CLINICS: BROCHURES: See Corporations .e..e.. l 


S@er Campalensi. ce win sss oeeis eleise «eles «isn: 
BUDGETS: Ercucl at nia actateretete taterete meta ater ear aiees oe 


BLOTTERS : 
- Cash-See Cash Accounting-Ledgers . 4 BUILDINGS: 
Cra] © Sorel otal ot alebeveleveisyerste eieteleiere sielevere ata care 
BOARDS: —WACOOUMO GAT Ole eistsielets e ctatel cele eie.etes oterewee 
- Committees-See Committees ........ l — Acquisition cecccccccccccccsccessee 2 
- Competitions-See Competitions .... 5 miei) en eee Pee Eye ey er ee 
- Inquiry-See Boards Of cecccccceeee | ot KUPCERCL ONE, oasis openca ce hives anak eae tee 
- Personnel-Use Competitions ....... 5 se afeuisisaheiesta: Hamp eritai: OODOSCOnOrEy 2 
= and Discinling oss 0.nae ees 000 ws.6 - Contracts-Use Buildings- 
COnSELGCELOM Meissia sla ale aise lcieineinee Cmaue 
BOATS: See ShipS sesecesseseceeeeee 3 —DANaceS Ew tienslee selckiai tes wa < eae es te 
[= DEreGtories—ug es AdUresses” cis s< ane ee 
BOND(S) (ING): = DEStIGSL gous es vi da RES seen evane 
- Canada Savings-See Campaigns ..... 1 — RUGVat ON SACU LCC) ieeiumteiiele cee sciaee & 
= Pledgee-See PAY <scunswaaveceves 4 ee eet oe eee Peer 
~ Employees J. cscccavsesctdecessmecs 4 ~ ProtectiourSee Fires: «scaeseenves 2 
= LegalvDocutlents s..0<ecnae wees ven se oe 12 
BOOKS: — Locattions-See, Addresses, e.cnee veces (2 
* COnaral cccenseuceCrvos Khmashawawe & ~ Maintens0cey..<basiae ceases obwae ete 
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BUILDINGS: (cont'd) CANCELLED CHEQUES: 

a Materialls=SeesBuiel dimes mreracretelelersrs ome - Lists-Returned-See Cheques-List- 

PASSES —See. CCCULLL Vetere te mistetelotsseleusieont Returned-Subsequently Cancelled .. 4 

= EAAMNS Ws eleje els wiole ste s'ulcielaleielaleivis ole eiolelore 

=/Protectlon-Generalin, os viele sls close seat CANOES =. "See Shi ps-Smaliii. cs oewlssan sae 
= Milas INKS SooooaKooonKGoOO # 

= Neji Cyr WNileaiemMeioney cosoucooon 2 GANTEENGR aU Sem Ca feitzeislas metepelerersielcferene! 

— Security-See Security—Physical ... l 

= HPCE BAS Aocommockaistem Gogscoonde 2 CANVASSING: See Campaigns ssecseeee I 

= SpeeihimaverielvoisySe@ Mins ogoagodlooo # 

CARDS: 
BURSARIES: See Scholarships ....... 5 —wAddressS-ScemoCAGIONE Ye se lclelclclersleisiene 
- Annuitants Pay Ledger- 
"C" See ebay son EOS os acs 6c stpiele ele hie sivlateront 
- Earnings Records-Financial- 

CABINET(S): See SPA Va VAS siecle cists wales’ ois lets oxrints omen? 

= IIAAOEVAS= SES ACES coaccosuccoon0e Il —sCKheciine-See AppLec la GLOnurselelelelee onl 

coe Ine Oils nveee ey Yum gt sik cha array 2) Sslidentatl@Aatlon aoe emoe CUI tyausrelelerercme 
- Imprest Bank-Use AP-Ledgers ...... 4 

CAPE TERI AS c bss sls pislsie cleiseie leis «eis ais eles an - Inventory-Use Equipment- 

AGEOUINENING gGooadeéoGougGoUGAOGonboo 2 

CALCULATORS: See Office - Pension Ledger-Use Ledgers-CPC ... 4 

g Appl anCe Sais se ve 6 66 cae wusleie Corse e since eS - Property Record-See Accounting ... 2 

CAMERAS: See Microfilming and CAREER MANAGEMENT: See Manpower 

PROLOGL a Dis Cores cislereeaisuecie' es sieietreien> bene haters A ORO et oy 

CAMPAIGNS: CARS palisenViehie Les. i ino 5 cise 90 5010 stn cin 

= COneLa lis os ae s/s #50140 0 \s10/6 siele.siere ett 

— Advertising-See Employment ....... 9 CASH: 

- Canada Savings Bonds- PPACCOUME TLIO Welslalafe lei rsieietetelcie ciceieie colnet 
See, CampadlenS ace scm wiles e cisies weiss eis si! - Blotters-See Cash Accounting-— 
—ePladees-5eG \Fay asses eee cia seems etbpee PT ck BERT Oe OCR EO 

SCH aia ADI ee atts esters aielotetatels sinietera) sve aund - Books-See Cash Accounting- 

- United Appeal-See Campaigns— Wer rech AG CH nCOODGCOU COTO OL SOUT) O 
GAT 1G WLC esis siaiete s oieiers ein ois aiviee o\s ere lL - Attachments-Use Cash 

INS COWIMENIMEANECINNCS oo godopoCN OU 4 

CANADA SAVINGS BONDS: —- Revenue-Use Cash 

= Gael ae Camyenkeney Goocotcacace I ACCQUNE AML Le CSCES wc wiksle ie mis) « 0 none 

— Pledges-See Pay sssocccescovececer 4 - Control Records-See Cash 

Aceountinge—bedr einem 542s. aeles «sae od 

CANADIAN CORPS OF COMMISSIONAIRES: - Gratuity Statements-See Pay- 

- Employment-See Employment ....+.+. 5 Statements ss.cecccccecescccecvves 4 

- Security-See Security-Physical ... l “RPebtyeseePeely Cacligus os .cwies «mci 4 

- Sheets-Use Cash Accounting-— 

CANADIAN PENSION COMMISSION: ROR S tary ce eid oo eivie a ele or oie sts alee 

- Ledgers-See Ledgers-Specific ..... 4 —- Summaries Receipts Registers-— 


See Cash Accounting-Ledgers ...... 4 
CANCELLED CHEQUES: 
- Lists-General-See Cheques-Lists .. 4 


y 


1EALS; 


CASUAL: 


Earnings Records Cards-Financial 
and Personnel-See Pay-Cards ...e-- 
Employment-See Employment ...eeee. 
Exclusions-See Staff Relations 
—Managerial wscccccccccvccccvesocs 
Leave-See Leave cecccccecvcccccccs 
Pay-Financial-See 

Pay-Cards:-LisStS cesccccceccccveccce 
Personnel-See Salaries & Wages ... 


CATALOGUING: 


Equipment cecccccccecccccccccccccs 
Library-See Library eee eeeereeeeeee 


CATERING* “See Careterioes sss see 5's 


CELEBRATIONS: 


General-See CeremonieS .ceccccvccoce 
Government Observance-See Leave .. 
Holiday Greetings-— 

Use Appreciation cecceccccccecvecs 


CEREMONIES: eoereeeeerereeeeeeee ee eee eee 


CERTIFICATES: 


Mail Contractors-—Use Contracts-— 
AZPYEEMENTS cececcecccccsccccscccces 
Statr Pay—-Financial—See Pay (i.e 


=—Personnel=see Salaries. i. uscse ae 


CHATRS +. LoGe. Piten. Duress ese ss otetetele's 


CHALLENGES: 


Classification—See 
Classification, .sii< cs ceasbees see 


CHANNELS OF COMMUNICATION: See 
Correspondence Management ..cccoeeee 


CHAR SERVICES: See Buildings- 
Mat nEENBUCE seis wtelelee sara s sielelereietatsererets 


CHARITY: See Campalone cam ciccles osiee 


CHARTS: 


General -SeelMa pars sm cist etersie ele clas 6 
Flow-See Management Services ..... 
SEOSTADNIG—USE, MADE mec als sis a stact ares 
Organization-Use Organization .... 
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ARTS: (cont'd) 
Procedural-Use Management 
SCCrvicEs casvacccncoecettacsetnavas 


EQUES: 
General wosescccscccccssscessncseu 
ADStLACES! ./ee wens 60 cage cislae de as as 
Actual Paid . .cuscccatvoucevasc ws 
Bank Deposited-See Cheques-Lists . 
Cancelled-See Cheques-Lists ...... 
Cashed-See Cheques-Actual Paid ... 
Election WarrantS cccccccccvcccces 
Imprest-Use Banks-Statements ..... 
Issue-Analysis-—Use Statements-— 
Accounting Miscellaneous ......... 
- Recapitulation-Use Cheques-— 
LLSUS  Veveieels/a1 4.6 cles. « <-sleie siele/siciarale leis 
- Requisitions-See AP-Vouchers ... 
—- Special-Use Cheques-Lists ...... 
Lists-Cene ral wesc 1c clciw aialelclersielelelatats 
= (Geka SUGY! Bang oncbormantemoncor 
- Daily Runs-Use Cheques-Lists ... 
— Deposited ceccccccenccccvecccececcs 
- Pay-Financial-See Pay-Lists .... 
- Personnel-See Pay-Lists ...... 
— RE EUENEG, wie sisle s/ele eve eisle cies ale <is'e 
—- Superannuation-See Pay-Lists ... 
- Unclaimed-Use Cheques-Lists- 
REturmed-Canceel cdl csisicls elses alee 
LOSE eis ele alcrsieolcleleie s/eislelsieleisic clea e/elate 
Pay-Financial-See Pay-Lists ...... 
— Personnel —SseePav—l StS scissile 
RE:CELD ECS Heese 'ss'c.e sae 01 elsls cae! sass eieisi« 
RESIS EELS "cece cies oe 04 ss sieie'y 0.0 015.5 
Requisitions-See AP-Vouchers ..... 
Returned-Lists-See Cheques-Lists . 
— Undeliverablel sje. sce sisielc sisieie siete 
Runs-Daily—Use Cheques-Lists ..... 
— IBM Source-Use Statements-AP&éR . 
- O Summary-Use Cheques-Lists .... 
‘hea CIE Sees slale ate elsielelelsiatels = alee 
Unclaimed-Lists-Use Cheques- 
Lists-Returmed’ Cancetied ..csesaee 
Unclaimed-Undeliverable-Use 
Cheques) Re turned... eeiicieie sie o1s'e sis esis 
Undeliverable-See Cheques- 
RECUrNCW Tacs wccln ds vitle cee «=e 4 \e alae 
VOUGhELS . RELUEHEG ss a o5 soles ac sie ale 
Warrants, Election-See 
Cheques sBLGCtlom va« <6 w 6s ee ne caress 
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CHESTERFIELDS: See Furniture ...... 3 CLOSED VOLUMES: cc ccccccccccccceccee Pretace 
CIPHERS: See Communications-Codes . 1 GCEOLHING *ieeire tate «eer es tate ebb s «ieee ) 
CIRCULAR Sic tareteteleteteleratetare’sictete e) cherelerer sl sven CLUBS ee SCemASSOCTACTONS cle cfelsierelcretete al 
CETATLONSE a USCHHOMOUIESMtereie eieleleleleterston> COATS OF ARMS: 
= (amreralaes LEGS gandcecosoodcce | 

CIVIL: —- Procurement, Purchases, Issue- 
- Aid to Civil Power-See Emergency UsemBadgesme Pmbil emir cre sleletsielere ste clon 

Measures—Demonstrations .......... l 
- Defence-See Emergency Measures ... l CODE(S)(CING): 

— Communications-—See 

CLAIMS: COMMUMLCAENCGIS ooonsocaouKHon6Go0. |! 
="GONEC EAL oie stetsloiclata eosvets eieieierel ererereie stetetnet = Financial=See Coding. ...ssescccscs 
= ACCA GED Hitaie ole wlslesiats'sieisialelcietcle ses Ce) . 
~ ASAINSE the, Crowtiwes ss cc's oles slee's aueteu COLLECTIVE: 
= “As ents-Usie AP —Vouchersi ts o10 o's v eeler eet + - Agreements-See Staff Relations ... 5 
= “By Che, Crowilwststs si shs slcclsielcstelata'a soot + - Bargaining-See Staff Relations ... 5 
= Damage-Use AP=Vouchers'..\...sseces! 4 
=" Pail d=Usie AP=VOUCHE KG! “sf etecteeie wis/sorcter 4 COLLEGES: 
~ Progress-see AP-Vouchers .cscccsca 4 - Co-operative Programs-See 
- Removal-See AP-Vouchers and EMpLOyMent siccccascececcensscsace J 

Travel—bxupense Claims) .'s.. c<eeces 4 
- Travel-See AP-Vouchers and COMEIESMONSS Use Aeciclmrs goooncace I 


Travel—Expense Claims: ...se+cee ase 
COMMERCIAL FIRMS: 

CLASSIFICATION: —sGeneral-Usem Corporal ONS melsletels sl slelene 
- Expenditures-Use Statements-— - Accounts-See Accounts Payable .... 4 

Accounting Miscellaneous ......... = GoOneecerssiae Comeisces aaanocncooa & 
LETS ODM lmetelelelcleleicis isle olelcleleleisisieleis ole 
- Reclassification-See Promotions .. 
— Security—Use Security cecccscccoee 


COMMISSIONAIRES: 
- Employment-See Employment ........ 5 
- Security-See Security-Physical ... l 


ma Onn & 


CLASSIFIED EMPLOYEES: 
- Earnings Records-Financial- COMMISSIONS: 


Sen Pav—Ca LUG sate euteten te etete atte coatire art = General-Use Committees: «.c<ces ses ot 
—- Personnel-See Pay-Cards weccccsse 4 —- International-See International .. l 
- Employment-Use Employment .....++- 5 - Investigations—Use 
- Paylists-Financial-See Pay-Lists . 4 Investigations .ecccccccccsecevece lL 
= Personnel-See Pay-Uists “i. Jc<.6 4 = Of Of fice-See Legal) Matters) 2.2... 
= Ionia IeenalbiteinisMe oo qgoaaGcanooc | 
CLEANING: 
— of Clothing -Sée-Clothing Wiecscces so COMMITMENT : 


- Allotment-Use Allotments-Ledgers . 4 
GMHWNINGESS See SACs, aocooooccs |! 

COMMIS S woohacacasooooomoordonao t 
CLIPPINGS: See Information 
Services~PLEss, csc ence weevils wlecie ontel COMMODITIES: See Standing Offer 

NERIENEREE) GuacddacooooounOSDhaonoooD © 
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COMMUNICATIONS: CONFIRMATION: 

= GOTOTAL scsacccsvenstusensensvceee | - Hotel Reservations-—See 

- Channels of-See Correspondence Transportation cecccccsccsccccvece | 
MANSBEMENE cescswccncesecsesevicss I 

- Installations-See Utilities ...... 2 CONGRATULATIONS: See Appreciation . l 


SEC LEY-Dee DECULELY) «acceclieuse es) 4 

CONSOLIDATED FUND LEDGER: Use 
COMMUNITY CHEST: Use Campaigns-— Ledgere~General siasccecccuwasvasces 4 
Chaviteable: <cccawet secmeen on Ox csennw, o 


CONSTRUCTION: 
COMPANIES: - General-See Buildings-— 
- General-See Corporations ..cccccee 1 Cornea Cructionk: sc weve cow vaaiee es dean's 2 
- Accounts-Use Accounts Payable .... 4 - Arrangements-See Buildings-— 
- Contracts-Use Contracts ccceccescss 4 ered tie Elon ameneieteterete we tate crs slecs Sie ere sie 
- Consultant Services-See Building-— 
COMPENSATION: See Accidents ....e55 5 CONS CELT 055.5 54.0 na enlaces: ee wlenee 
- Contracts-Use Buildings- 
COMP ETUICIONS soy custereialcisie ctatale itis crestor eustesie Coie BEUGIoL Oe sic ee o arcle sialeciet dine cicicteee 
= Plans-sece) Butldinces—P Lanse cslsicwiste «ce 
COMPILATION: - Specifications-See Buildings-— 
= Booka-See Books wesscsscscesesccne & PLOHE cin 'vocm uae okt e s Sie ewe ewe walle 
- Tenders-See Buildings- 
COMPLAINTS: Gone EYicCeLon saws aiatelainca iets eicieletetateratnes 
== (Geet ll eS 6O5 BSS HoCOLC Or ec — Ubi ietes—see) Uae ti Os) tee ewictsielelerenne 
- Personnel-See Staff Relations-— 
ROUGUIEO nn aes cinta wee sae asa ae was «ooo CONSULTANTS: 
- Buildings-See Buildings-— 
COMPUTERS: See Data Processing .... 3 Cons EYie CLON Wests s cle © is obs se ere era eree 
- Employment-—Use Employment ........ 5 
CONCESSIONS: = BE GS SOC RPCCSiias eis ateistalel cheleletere etele fict 
- Accounts-See AR-Vouchers ..ccceoee 4 
- Buildings-See Buildings-Legal .... 2 CONTINGENT ACCOUNTS: Use AP- 
- Lands-See Lands-Legal & Lettings . 2 Wid we eis Whe crete slarcie's.aca;e stele ercietatste’ Walelorctetay 
CONDEMNATION? Qo aecksck nese seceseasam 2 CONTRACT(S): 
=) Gera aN ele 5 ee eae sce letalelefetevarershaleleiete’ obeneet 
CONDITIONS: - Accounts-See AP-Vouchers and 
- Terms of Employment-—Use Staff GOnmtt@CES Cy «o's sama wale. ois wie ew oragiet 
Relations-Collective Agreements .. 5 - Building-Use Buildings- 
~ /MOCKIOE ova ou vib wos b kines eo wie meee abit ConsStructLon scccoseccvcecsecsoves 2 
- Demands-See Equipment-— 
CONDOLENCES: See Appreciation ..... l PEOCULCMCING (eteteelceete stele sialcice s caia ale > 
—- Equipment-See Equipment-— 
CONFERENCES: See Committees ....... l Procurement cacs eapeaess 044s Caeew id 
- Ledgers-See Contracts-Ledgers .... 4 
CONFIDENTIAL: - Sheets-Use Contracts-Ledgers ... 4 
- Exclusions-See Staff Relations-— 
Managerial caseccvevessavdaveceuee CONTRACTORS : 


- Buildings-See Buildings-— 
COUSTEUCELOD eeawencewewsectcvcnweca 2 


118 


Schedule Schedule 


CONTRACTORS: (cont'd) COURTS OF INQUIRY: 
- Deposits, Open Accounts- = CenierelSae Woeiecks Cie oooogodonc0g |! 
Use Ledgers-Open Accounts .ecceeee 4 =SDiseiplinetacie ss retcece cease aes ceee 
- Mail Certificates-Use 
Contracts=Agreements [Scecsscssesa 4 CREDENTIALS: See Accreditations ... 5 
- Standing Offer Agreements-— 
See Standing Offer Agreements .... 3 CREDIT(S): 
= Adwaneed=Seer" AP>Vouchers iss5 es et 
CONTROL(S): - Notes-See Accounts Receivable .... 4 
- Allotments-Use Allotments-— 
LEGQELS” Sees cc Core cee ee Cae © sare et CRESTS: 
- Cash Records-See Cash = Camels RECS Gosnoéauncdoonn ll 
Ac Count Ing-LeEdeers = oe. welt’. selene es 4 — Procurement, Purchase, Issue- 
- Central Control Ledgers- SCCHBAGSES sale ase dean see eh eee seh oes 
Scetledgers mec seer weer eet vee. ort 
- Flood-See Emergency Measures— CRIMINAL INVESTIGATIONS: 
DiS@STCLVS “2c c sc ss Sense vse ses use tt —“Boards "Of INnquaTry™ .eesses sens cece 6 L 
- Flood-Buildings-See Buildings- = Ives coonoonnoospancooca: Ll 
PROCECELON™ ser cles ss ele be a pecs chews eens 
- Manpower-See Manpower CULTURES (05% aces secs s si eice ss es 6 cca tk 


Plannine-Generale, cece ce cele wate a< > 
- Payment-Use Allotments-Ledgers ... CUSTOMS : 
= Payroll—Seetray-Payrollets ose ce seen = General-See Cultures ......cecoeoe I 
— Excise-See Duties .eccccsccccccccee 


> 


CONVERSION: 
- Classification-See CUMMMENE LOY TUWESS ooncoonemoooncoun LAEACS 

Classica ELOnMmetsre slers a elereicicrereterereter ome) 

CYPHERS: See Communications-—Codes . l 
CO-OPERATION MAND mAs ONicmieteteeherclclotele mL 
mp 

CO-OPERATIVE PROGRAMS: See 
Employment—PrograMS <.sisescceccessee O DAILY ROUTINE ORDERS: 


USem Crireculllarsem cicieis sete svereele ote ee 66 sol: 
GORYRIGHTS  eeSee LnVerntlOnsies eicisisisre sil 


DAMAGE: 
CORNERSTONES: - Buildings-See Buildings-Damage ... 2 
- Laying of-See Ceremonies ......... l = Claine-Use -AP-Vouchers \.s oss ws 6 2st 
sae aCe Cla VUE Mie atsie aren vietate eis sie siaio satan 
CORPORATIONS: 
=FGCNETAL cecesseme ets es sence ten eset t DATA: 
- Accounts-Use Accounts Payable .... 4 = Processing EqGipMent wesesscsceses oO 
="Gontracts-Use= CONELSCTS "ss cea cen sn = IPeOeseciine Serwless nooaccooanco000 | 
- Stream-See Manpower Planning- 
CORPS OF COMMISSIONAIRES: TnvVentorics Cees cee ws scree esse wens 
—- Employment-See Employment .....+6- 5 
- Security-See Security-Physical ... l DEATH BENEFIT: 
—sinscucance-Scem iio Lanccumstslelelsleletereisn 
CORRESPONDENCE MANAGEMENT: ...ec-e0% 1 PePavment seer Pay—=Deicl siclestcreiss = ame 
COURSESH Pe Seem Eraimn:d meme stersieteterets ts ecru > DEBESEP See™ Clliarmo tees. oleeieecieess ee ena 
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DECISIONS: DEPARTMENTAL: (cont'd) 
- Ad judication-See Staff - Speeches-See Information 

Relations secceccesccccsccccccccce Services-Lectures sescccccccccceee 1 
- Legal-See Legal Matters .weccccceee 1 


uw 


DEPENDANTS : 
DECLARATIONS: - Evacuation-See Emergency 
- Statutory re Cheques-See MEaSuTes 2k 0 de huwn den ds cen dele eed ant 
Chequee-Lost scscvneees neces ne tie 4 
DEPOSIT(S): 
DECORATING: See Building- - Bank Slips-See Banks-Vouchers .... 4 
MeIMteMANce saceccsncsnccuseracancne & - Cheques-Lists Deposited-See 
CHEQUES csbv<se ens a ears adds eaeae A 
DECORATIONS= “SGGuHGnNOUGS Usuisice cs 5.44059 - Contractor Open Accounts-—Use 
Ledgers—Open AccountS .ssecceceseee 4 
DEDUCTIONS: - Security-See Vouchers wscevceoussas 4 
- General (Personnel)-See Salaries . 5 - Ledgers-See Ledgers-Specific ... 4 
- Annuitants-See Pay-Files 
BNOVLAGES ounces yuan ev hae ex eoeca ee DESIGN: 
= Payliste-See Pay-Lists ..cssccesces & - Buildings-Use Buildings-Plans .... 2 
- Payroll Authorizations-See Pay ... 4 - Forms-See Forms Management ....... 1 
- RCMP Authorization Forms-— 
See Pay-Allowanced «cceccessesccese 4 DESIGNATED EMPLOYEES: See Staff 
—- Remittance Lists-See Pay-Lists ... 4 Rellapiions—Genehal! soo ¢ a/e/issleisis sie mevstanks 
DEFINITIONS: DESIGNATION: 
- Closed Volume ...eccccccceeeeceeee Preface - Bilingual Positions-See 
= DarmanG RECOLdS ieceece sseaciencives PreCrace Bisel SO ‘el elale 'eieieicieip ee. o(hieteie'a.e ome 


= Policy RECOndS scscctcevosncsiccenae PLetace 
=. Public Records 66.662 6.226 024 OO 2 AS eS Preface DESTRUCTION: 


—- Records Schedule wcccccccccccccece Preface ~ Equipment-See Disposal ...ceseonae 3 
= ROUEAT ERE COLGS) sie sleeise visio 6s eceis ib Cerdace - Records-Use Records Management ... l 
= WorkinewPapers) wis sacs cis sieeie eciwes nekace = FATES CCU s's's\p se isid esse cnminne sia eee ROnaICe 
DELEGATION AUTHORITY: DEVELOPMENT: 
- Classification-See - Land-See Lands-Development ....... 2 
Classification, ascesscecseucsansae 4 - Training-See Training and 
~ Staffing-Use Employment .ecawecsee J Manpower Planning-Career ......... 95 
DEMONSTRATIONS: DIGNETAREES:-) Sees VASLtS  o5 cass < we walt 
- General-See Emergency Measures ... l 
- Exhibits-Use Information DIRECTIVES: 
SEPVICES cece edvececssanepusswenaere =~ CA DMet See ACTS ict Biviaie «anise aetwin oh 
= Departmental-See Cirewulare .s<ccns 
DENTAL SERVICES: See Health ...eoee 5 - Personnel-See Regulations and 
dcr ln yace Cr yee eS = Oy Ae an ees 
DEPARTMENTAL: 
=_Circubars-See Circulars. | « o<sesesaurl DISASTERS: See Emergency Measures . l 
- Inventories-Use Accounting ....... 3 
- Investigations—Use DISBURSEMENT: See Accounts and 
Investigations wsessesssessessncus 1 Ac countine «stnis dais d vis Valen ban’ cnaes: & 
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DISCIPLINE: 
= owes Ge (CowieeS Oe IbdawEley oosnoc 


= SENSES Wiggers Ie liznesvene 


DISKS: 


DISMISSALS: 
Stati Relations —Ad quddi@atslonemeteles eer. 


DISPLAYS: 


DISPOSAL: 
Bud icdimes Sem bude din OS ierereteleleleyerere 


DISTRIBUTION: 


Equipment 


Files-See Records Management 


Seen DatapeLocessHleumsreteiscisiee 


See Retirements and 


Use Information 
Services-Exhibits 


eoeoeeveeeee eee ee eee 


eooeeeeeeeeeeeeere eee ee ee 


= IPSS NEUSE. GHG OOGROOGIO OO SOO 
Garbace-S@ecmUtIMel EHEStretetetelcteletelclelels 


Lands-See Lands 
Procedures 


eeeoeeveeveeeee eee eee 


eeeoeeeveeeoeee ee eee e ee eee 


Records-See Records Management ... 
Ships-Use Ships e@eeeesveoeeeeeeeeeeee @ 


Submissions 
Vehicles-Use Vehicles 


DITCHING: 


See Lands 


eoeeeeoeeeeeeeeee eee eee 


See Books and Maps .. 


eooeveeeveeoees eee ee 


DOCUMENT(S) (ATION) : 

SASS toned Pav CCu Lid Vamelolelelelchelclels siels 
- Legal-See Buildings or Lands ..... 
- Security-See Security Clearances . 


—- Vouchers-Use AP-Vouchers 


DONATIONS: 


DORMANT RECORDS: 


DOUKHOBORS : 


DRAFTING SERVICES: 
Services 


DRAINAGE: 


DRAPES: 


DRAWBACK(S): 


See Gifts 


See Furniture 


See Cultures 


See Office 


eooeoereoeeoereeereeeeeer eer eee eee ee 


See Lands-Ditchine % . esc. 


- & Refund Ledgers-See AR-Ledgers .. 
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1 
Appendix 
2 
2 
Appendix 
1 
3 
Appendix 
3 


1 


2 


Pen & 


1 


Preface 


1 


DRAWINGS: 


- Buildings-Use-Buildings-—Plans .... 


— Equipment 


DRESS: 


DRILLS: 


- Fire-See Buildings-Fires . 


DRUGS: 


DRUMS: 


DRY DOCKS: 


DUES: 


- Harbour-See Ledgers-Specific 


See Medical Supplies 


See Data Processing ... 


eeoeoeereeoeeeeoee ee eee eeeeoee 


SiS Clowns oogoccgcosouAdc 


eeeevees 


eoevee 


See Ships=eOceanienw... slsls sic 


DUPLICATION: 


- Records 


- Services-See Office Services 


DUTIES: 


eeeee 


eoeeeeeeeoeeoeeeeeeeee eee eee 


—Personunel-UsemGlassitteatdion isileleres 
= JMEahMES=See IDOE 


EARNINGS: 


"pM 


- Financial-See Pay-Cards 


ana=lgiisias 


- Personnel-See Pay-Cards 


and Lists 


EASEMENTS : 


See Lands-Lettings 


EATING FACILITIES: 


EDITING: 


EDP: 


EDUCATION: 


See Books 


eoeveeeeeeoeeee ee eee eee eee 


eoeeeveeeeeeoee ee eee eee eee 


See Cafeterias . 


- Allowances-See Allowances 


— Equipment 
- Tuition Fees-Use AP-Vouchers 


EFFECTS; 


- Transportation-See 
TYANSPOLCACLON ercocccccccccccseve 


iT 


Seen Daltan LOGS Sa opr tsls sale! sisler 


eeoreceeeeereeeeee eee eee eee 
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EFFECTS: (cont'd) 


Travel Expenses-See Travel ....... 


EFFICIENCY: See Manpower Planning- 
Performance Appraisal ..cccccsecvees 


ELECTION(S): 


Political-See Politics eee eeeeereee 
Warrants-See Cheques-Election .... 


ELECTRICAL WORKS: Use Utilities ... 


ELECTRICITY: 


Accounts-Use AP-Utilities c.wcecess 
Tretia at ons—-See UEP LILES wie awe. 


ELECTRONIC DATA PROCESSING: 
See Data eoeeeveveeeeeveeeeeeeveeeeeeeee ee 


ELEVATOR SERVICES: See Buildings .. 


ELIGIBILITY: See Competitions ..... 


EMBLEMS : 


General-See Badges eeoeeeeeeeeeeeeces 
Procurement, Issue-See Badges .... 


EMERGENCIES: See Emergency 
Measures eeeeeveeeeeeeeeeeeeeeeeeee ee 


EMERGENCY MEASURES: 


GENE Laie tec aie siereisialesictalclete otetelarsieiererete 
CIVAT DELENGCOM a ieletels sletcletetelatctelelatste! cfs 
DeMmOnsii ral Omics els s sl cleisislesicisleleiss e 
DEBES TORS Uleleteiatate’s sie wlcle ecclelote sl e'eters. oie 
Pitets is isd Id ete al alale ciel elcleleie's\s/ stele) els) sles 
NAEDONG IS OWEN 1 Voller es aeteislele eres eeeiere 
Riots-See E.M.—-Demonstrations .... 


EMPLOYEES : 


Designated-See Staff Relations-— 
GEMETaAL: sacs sue e's 0s 000s 0 60000-01606 0 
Earnings Records-—Financial- 

See Pay-Gatdg Awecececcowss ees € sles 
Earnings Records-—Personnel- 

See Pay—Cards Vavevsseeeoeees ees 6 
EMDLOYMENE caceen cc uewuvalewucvoss« 
Files-See cecccccccccccsccccsecene 


Schedule 
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4 
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Appendix 


EMPLOYEES: (cont'd) 
- Loans-Ledgers-See Ledgers-— 
Specitie Sv cececwmue us View 6.0 Soo 68 © 
—- Personnel Abroad- 
Use AP-Vouchers saucucevscesteaes 
—- Management Relations-See Staff 
Relattons-Géeneral  csccecssyu seus 6 
— Unions-See Stakt Relaciones wecses ee 


EMPLOYERS : 
- Use of Facilities-See Staff 
Relations-—Union Relations eee eeeee 


EMPLOYMENT : 
= GENE Tales. 6 ole oles s alewisle © sie e's siete uals 
— Advertising cecccccccccccesccceeces 
— Applications) sscecccctsct esses ace 
= Casual” Sate sce slelces oclele pi eisieie etic wees 
- Consultants-Use Employment— 
Genera le rit oe © wie: el elale se e1s' eee stern oes bis 
- Corps of Commissionaires ...ccceee 
——PLeVad amet E! Neteie so cleus lolele te rale ar ele 
=~ SPrOLESSiOna lsc cece o eisie os eslcls aise 
= *RECEULEMENH ecco cc siceele ssc ssc ce seo 
75 @ TOT) cil Cine rerehe(eisa atelsiers'sielels siete siete 
- Seasonal-Use Employment-General .. 
- Sessional-Use Employment-General . 
= SUMMET SEUCENES: 2. sccsss ese cise sa e's 
- Terms and Conditions—Use Staff 
Relations-Collective Agreements .. 


ENCUMBRANCES : 
SS OIC Al aay eter elete e elelele (oie stele lersieisle sa stele 
SAGES EME CGiMa sete alalelelelelelsislaic vice wre isis 
- Cards-Use Encumbrances-General ... 
= dinvelat vate. AAS aA Aga 5 Oa nec Se 
= LEA PEWS Ml sieis wicle ns aieleleis'e's cle's seis oats sic 
- Listings-See Statements-AP & R ... 
— RunssUsesoratemnento= AP & R. as «ee 
- Sub-allotment-See Encumbrances-— 
EAT Sit COLCA te cele leis. e\elelerclemisrcreleieiatalare aisle 


ENQUIRY: See under INQUIRY 


ENTERTAINMENT: 

- Allowances-See Allowances ........ 
— Tinds-UseeAlLOWaANCeSiar. «ease tees alate 
= TET ONL CLM a 5 etale es alalers aie erate area mceierate 
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EQUIPMENT: ’ EQUIPMENT: (cont'd) 
= General cco ecie'siss 6 cso oe cena es oS =“ NOdiGal sie ecssscessswesesescsasaee a 
BPACCIdeENES=SCCRACCIdenESiele si cicistelersrenl =MIGTOFIIMING Ss cassaccencassevenes, J 
=“ ACCOUNTING asses «se niurcia's'a sissiclca sen sD = Of FL Ce TAD PI LANES. 60. c0 00.5 9.0 5 56 45 5\5 00 
- Address Cards-See Stationery ..... 3 =I Paper" OCe OCA CLONGEY ey. ees eas sce ee 2 
S“\AULCL ARE Ravects coseeescce sea caee (9 =? PROCOSTAPNIC* ives ces cedesees cnr stan 
= ALMAMeHt Set secve es cet cess test 8s one = Jee IGES- SOE CANO GIS Gu ooood 
= AEMG Hy ofe'g sialeis w aetelele se ciaie eo siele ee cme wee =P rOCUTEMENIEN sic cislesce esa ee selce meee) 3 
- Automation-See Data Processing ... 3 ——ProOductlon=se es Maniac tur Gules sisis 6) <)s0S 
—SAVGiALLON. 4 we eecs cere cee scin cere can - Purchases-General- 
=) BAARES isis ace Sieg eee e cae eee nee eee S66 PROCurement .csrescctecescepac Oo 
—Beds—-see -Furniture™ sa fase ee cc ene so - Financial-See AP & Contracts ... 4 
= Building Material siicesiessocnenes oO = Repatrs=see) Malntenaice ccsesccecs 2 
- Calculators-See Office > REGUESIEIONS Cece scucpssessenccent 9 
Appliances Mae tetegtcesaes ss easecs] ~ Saler veces ccseseeessesssecseseesee J 
- Cameras-See Microfilming > KaCvimiav—noa Imaminine oodooogoonU © 
and Photographic Wessccces ete sscee lO ="Physical cessececccscsacscsccess | 
=" Catalogues .icccvscsecvssiscavecsss J = Specifications-See Drawings ...... 3 
= CAicaloaininea See Ikaipallililings goosoco0 2 = Sicainchunys Oise NSAMES GogooooG 2 
= Chalrs=See Furniture sco sclesettese cs = SUCEMOUCIS Beets tise Cusco se ea v sine so08 
= CAOCNINE oe cies + a eee pe seams pace S = SUTPLus see DUSposal t6cececes ease) 
- Condemnation-See Disposal ........ 3 - Tape Recorders-See Office 
- Contracts-General- POPIMAKCCS so .scw awstats ean ets eas Oo 
See PYOCcurement: «cpusasuice sue siee sono SPLCCUGUOA ING. ees ce te Cee ee eo 8s Cet ae 
- Demands-See Procurement ........ 3 - Typewriters-See Office 
- Financial-Use Contracts APPLEANEES Chicas er ew seb ss ek es eels 
and BAR—ViOUCNEGGS Melsleretsislsiolersleleisisi sie = Wetellas .5556n06b000000G0K0D00GDb0 2 
—— DaitasProceSSimy ters sie clsicleieielele sversiels - Vouchers-See Vouchers-Stores ..... 4 
—- Destruction-See Disposal ....ccees = Whence —Gisicskere Wheel obacgocoos 2 


= lhieposedl oaoocccobucobooobooooaUDe 
— DrawingGS cecccccccccvcccccccccccce 
= WW GCKONET ONE GonocenDoM OOOO GOGOOO 
— Pmblems-See Badges Sic. ccssccec ee « 
- Filing Cabinets-See Furniture .... ESPIONAGE: See Security- 
- Film-See Microfilming SuUDVGESEV. Cis o cies 6 aieleielcis 6 06 ores e's, ener ul 
and Photographic ..ccecccccscccccece 
—- Flags-See Badges .ccccccccccccccce 


ESKIMO LOAN LEDGERS: See Ledgers-— 
Specific SRT DAO API Ie OPC ate Pe aa cae) MERLE 


WWWWWWW 


ESTABLISHMENT: 

saa Gill Cis atametol terete: sheterenstene letelererorcis elelelelele 
- Ledgers-See Ledgers-Specific ..... 
- Listings-See Statements-AP & R ... 
— Runs-Use Statements=AP wa R  ...<se 
- Statements-See Statements-AP & R . 


i BOO Samelelereielel el sretele eielcleleloleleleeleiciel cle (ere 
So MON GES) oesiCRO COs CII OC DLO OOO, CRUIO. GICIOIG 
= Burns ture/ Purnt shines Vecescs ss cee 
—- Hand Punches-See Stationery ...e«. 
- Identification-See Cataloguing ... 
- Inventories-See Accounting ...cee. 
= Ns oue-GeEne rallies os se cele elerclelolsiclele cle 

- Voucher-See Vouchers-Stores .... 
=i lei be ell anne Me ates oheleloeralsicisie eleiele sleieisiere 


2S ee ee ee 


BS TATE : 

- Indian Sheets-Use Ledgers-Indian . 4 
- Retirement Fund-Use Pay-Accounts . 4 
=! OAS Hee eres 16 © 6/0 Sielelelels ee)e)sielele cielels ee 
— Maintenance wecececccccccccccccces 
—) Manuals—See Ca tallopues™ ss. «ces 
— ManUia CrUicer rate dslsle se sisie csiceeisiciecsi+ 6 


ESTIMATES: 
- General A eae a eer oi ao ok ee 
—- Forecasts-See Program Forecasts .. 4 


WwWWWW WW WWW WWW Ww 
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ESTIMATES: (cont'd) EXPERIENCE WORK PROGRAMS: See 
- Machine Runs-Use Statements- Employment=Programp sscsuseescecsses J 
AP & R Dae ie Piers cee eas Oe ww Wola Brae 
- Manpower-Use Establishments and EXPLOSIVES: 
Manpower Planning eee eee eee eee eres 5 cae Accidents-See Accidents eee eee eens 1 
EVACUATION: See Emergency EXPORTS: «See DUELasere cs alssen eee att 


WGRGUTGE [occ cndds sVadsechevénsavucne’ 2 

EXPRESS: See Transportation— 
EVALUATION: See Manpower Planning- EVGUOH CR. < oss e ste © arewiere aie siena ota tin eleetanal 
Performance Appraisal .ssescaccissese J 

wpe 

EXAMINATIONS: See Competitions .... 5 

FACINGS: “See AP—-VoOuCHGES| sso sleuien oa 
ESCAVAGIONG 2) “GEG Lands ce ssaeeicete.ss 0 2 

FAIRS: See Information Services- 


EXCHANGE : Exhi bite: . oa suacexas sieWbeem ew ata Wem? 
- Information-See Security— 

THLOLTMACAON scaviscenvicenccsecanase | FALL-OUT: See Buildings- 
MIPOPROURAL Cvess du¥els ae ce s.ca's a wanes? ProtectiGn . 220 waessaasdencsanan en gene 


oa Rate Sheets-See Banks eeoeereereeeees 4 
FAMILY ALLOWANCE: 


BAGTSE * See Duties coe eeeeereeeeeees 4 = Ledgers-See Allowances-Ledgers <a e 4 ¢ 
EXCLUSIONS: FARMING: 
- Managerial and Confidential-See - of Land-See Lands-Development .... 2 


Staff Relations—Managerial c..ese. 2 
FARES: See Transportation-General . l 


EXECUTIVES: 
- Career Development-See Manpower FEDERAL: 
Planning-Career Management ....e+. 95 ~ ACTA Gas wae saw od ke wee Gas m eee ee hee 
= AC Trecnentso Genenalalctesisisiaisisteia sir saint 
EXERCISES: See Emergency mE LROUCE! wale scene es oe a mack sian a eee 
MEASUFES wecccccccecccesecccnvcceses | —- Ledgers-See Agreements— 
Federal (444000 sesame Gs 02 wa whe mee 
EXHIBIT(S)(IONS): See Information = Conoperation .wvlevccuvere ca eeeeeusane 
DEDMTCO aieiwie elere p elelerateie's sles sie 0 e.cielsieiorneee — BLectaons=-SeesPoeueics ates sea ates sik 
- Legislation-See Acts .escocccccoee 1 
EXPENDITURES: — Polittes-See, Politica 4ivaseusse sat 
= COpera lL =Sea AP To. sistas cistu a oem elew a eee = Taxes See Taser. pewus ns eecee ne anaes 
= ACCOUNTS —Sas AP -sveana ou eh a oa wath aoe 
- Classification of-Use Statements- FEDERATIONS: See Associations ..... l 
Accounting Miscellaneous, oe ..cc os 
= Ledgers-Seey APSLOdgersr acne sea cre: FEES; 


- Listings-See Statements-AP & R ... 
- Statements-See Statements-AP &R. 
- Travel-See Travel eoeereeeeeeeeeereee 


- Accounts Individual-See AP- 

Services. rendered esr ss «es «se sis « ccetnt 
~ COOBULEATES ONC we as ale be nae Wa pe et 
- Tuition-Individual-Use AP- 

EXPENSE CLAIMS: “See Travel <...s<<0 4 Vouchers 
- Subject-Use Allowances «<nessensut 


oe ee ee ee 


St A ee See ee ome ee 
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FELLOWSHIPS: See Scholarships ..... 5 FINANCE: (cont'd) 
= Dates a EES I OO Oe ere 
BENCING SS Sees laimdcmere secrete cre ereenre —SIETNCUMDLAMCES peterclsrerehe e orelerecsleteioreversie coke 
— Hstimates mictchelcicteisteicle Ga ciate ee eta sO 
FILE(S): - Expenditures-See Accounts 
- Cabinets-See Furniture Ce Selecteer Payable DUBE Sia Guetace el cleats ects Ve ciare e avstened 
- Destruction-Use Records HWE OG wise a lsiare\e ets oles 5 Os sie We Bias eecrerse 6 
Manag Ome mitmrereteletelsierelelelelsiarsielsoleisle ele! orl - Forecasts-See Program Forecasts .. 4 
- Disposal-See Records Management ee 1 = Funds PRUE ee BTeCGR SOTA CITE GhOLe Coo coe erate ak 
- Forms Functional-See Forms SO Oe 8 |e 1 — Grants Re oR IA A WS oe RG aan ase hs tei 
= Pay-See, Pay-Files) ceews seek oceans 54 =~ InpLesteAGCounte ess cisinis + tele sie seen 4 
— Personnel see Lersonme lmahiulas ms st.e WINS UAT COs shots el eleletets clevele overeleeveie eke achat 


ANd ceceeeccccccccccccccscceseevees Appendix - Investigations-See 


—- Terminated Employees .......e.e.e. Appendix EMS tlic ales ONS metehele etetenatetareieneterelsierels 
=< Pav=Gee. Pay iss eee erises o6'e 6 siee ct eG ETS tie secs) aiSeu, © Wee e arene ale sie eis sate 
—~mORderS-SeeuRe a wlaitadl ONGire selslelelelsie/ els 

FILMS: SV Mielel aia lete stelsiele els) elelelelsielsialelersisiele siere 
- General-See Information Services-— = IGE (CRIN B5oCOGOD COOK OOGOUCODNOS 
MotLOn Pat CULES misios cele sissies ee 6s ot = AMIS ISeNBEES goasdonnoo55or 

—- Equipment-See Microfilming and merostace AC Gountsiicc sss cess sas ee eas 
PHOLOCTA DDI Ces «ues Gietsia sas eg eic os iess coo = PEOSLSMe LORSCASU GMs» sles 4 ses sie )5\0 elas 

= Microfilming—=General Sicseescceess Appendix = Receipts-General secescsnceceasewe 
SOS poe Cm lata bisa ype Gls VAC CS melelstelel san! —BONequas-OCemeNeQUeSmeticsislerslelsteere 
—sREetundsS=SeenAb=VOUCHEES Weislele sles) elele 

FINANCE: wand eAR=Credid tied SGESeis sls sls sels 


= (Caneel sacgosabnobbooGoousG0ono0s 
ACCOMM ES= Gel Clic lmmeverersteteletslsrertrenereterere 

= Careterlas=oecy Cathe terdaSmisisisie ss 

> Pewee concooHouanooanoono Gots 

> RECEIVAINILe SachanoosanaboooonoGs 
= AZLECMENES .ecceccccrvecccccssececes 
= JNUMOEMNENMES Coon OOoO OS 000 UGK OOOO 
—PAUulL@OWicill COGMNe etatslerersietelereheleteleceleretele tere 
- Arrangements-See Arrangements .... 
- Associations-See Associations .... 
= JNUEHHES ooooadoooDocGdUcKHOsCOuODaNS 


= Registers-See Ledgers ceecvccccccce 
STROM) EaOL Sletevetelelelerelelersrs eles cisieleistare 
- Revenue-See Accounts Receivable .. 
[Owe AS PAU Gh Olgdsteyaueleleletelaleiersl ele «16ers. s 
SOA CCMEINES Melelele ele olslsleleleleleleieisicleleieere 
= Suinubialas-syee Mckieenemes Ganobooor 
—mlartiiiinSa > CCumD italic Smteroleletetsiete sleletelorete 
AK GS GEN) Cia a tevsherelslelerelereteteleisiele ecetele 
= ibkeone—ae Imkeonle Webs Boahaccnoo 
Samet aN MMe etetoteliel ete’ stebelcioteterets clereceisnerstelele 
= WOntelniGiasGeneieel qoAsoasasoosecsn 
- See also AP-Vouchers: 
AR-Vouchers: 
Cheques-Vouchers, etc.: 4 


Be One ee a a a ae ee a ee a ee 


= BEbNKS coos nt onoododnoOnGan Odo On6OC 
—- Boards of Inquiry-See Boards of .. 
= SOc 1s OuMptet etateietal oie sielelelsieie ols /els\e cl eleiers 
MED Cees Mele telelelslicleleisisrsielersislalelelelelelsiolere 
= Cafeterias-See Cafeterias .....cce 
- Canteens-See Cafeterias ..cccoecee 
— Ca shwAGCOun tin Oaiersisisleleilsleleleleslelelelelele 
—- Cheques—General .occcecccececceves 

— Pay=See Pay-LiStS csceccrcecceses 
on Gi lPAGM Soe tere eleveloteieieleleleisis sickeiela\eleistaterele 


FINGERPRINTING: See Security- 
GINS PI@RNENGM condAbooogeoonbonoano Ll 


FIRES: 

= ConeseelSae IHIhNes coggooccoane 2 

- Boards of Inquiry-See Boards of .. l 

= insu eShevs IihbiGlinVec nba: Gongoae 

— Emergencies-See Emergency 
MeasunceS—DINGASIPCIcGmtsrslertieleiers etelsteleler stil 


= (©: Ceo Meelis leliele asl sievatorelatel slots! eleletersisi eis 
= Gonliaereics=Ceneuelly GaGanossosouseeac 

—- Vouchers-See AP-Vouchers eeccoce 
— (Gracin oere: (NNAGICCCHUE AgmG. co GOO hic 
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FIRES: (cont'd) FOREIGN: 
- Firefighting Equipment-See —t ACERS n.d. 0.s'n 6:0 0 ¥ieibis wie.6 0 4 <siae ee ays ae 
TEOMMACAL Scantcovekcn vhensees 45 60° ot ~ AgreementS csscecceencerscasssessnn 
- Investigations-See —iGO-OPekatlon ase sie sce a eee es se wae esos 
Investigations siswasccecsccscases & — Lepislation—Sec. Atte a asd. mwewea eae 
- Precautions-See Buildings-Fires .. 2 = Liatson-See Co-operabione. «scans ee ls 
- Prevention-See Buildings-Fires ... 2 - Service Allowances-See 
- Regulations-See Buildings-Fires .. 2 Allowances secccccasccescssssececs 4 
- Reports-See Buildings-Fires ...... 2 
FORM(S): 
FIRMS: - Generd] .<<cseseutescavcecats enue ee 
- General-See Corporations ....ee.e~ l - Cheques-A43B Series-Use Cheques- 
- Accounts-See AP-Commercial Firms . 4 Ligte-GenGcal nas<sdsauenee ena smaane 
~ Contracts-Use Contracts .ecccccses 4 - T.A. Sheets-Use Cheques- 
Recetots con cnaed Gaemeveoue tea eeal 
PERS Tea LD cee SOGs Hed bilm ere asics eee ese 2 - Encumbrance-Use Encumbrances— 
Ad justmenteieys sass nsenceanes av aneg 
F ISHERMEN : - Income Tax T.4 and TP.4 Returns- 
- Indemnity Fund Ledger-See See Pays reese ses nses sas « ne ee pene see 
LSOPETE-OPeCIlic Cisse sacacce hs eaee ~ Leave-See Leave and Note ss.ceveca 2 
- Letters-See Correspondence 
FLAGS: Manae GMenteults eteleite stele ctelelerera aisterccerste eel 
= General-See Badges .cssccacascsses 1 — Management secescscsevusccscsesees I 
- Procurement, Purchase, Issue- = Procurement, Issue-See Forms ..... 3 
BGG BUUPes Sink ee eek Cees ae we en.c ea Oo — Receipts—-See AR-Vouchérs .ssscases 4 
- Security Deposit and Release- 
FLEXIBLE HOURS: See Hours of Work . 5 See Vouchers -occsevenecsescoves ce set 
FLOODS: FREIGHT Seca rans por cde sOUlme. serra! 
- Buildings-See Buildings- 
EV OLECE UUM estates ets ele icietalels clas stale oem FUELS: 
= Control-See Lands: ivasecsscensewvs, 2 = GSHOTSY, <5 elke awalas awk a aN wns Sealers eee 
- Emergencies-See Emergency ~- Installations-See Utilities Si. cee 
NEASUTES—DiSASTENS ies sl aluleleleletsictal cic et ee — Procurement, Issue-See Faclse ..<00 2 
- Protection-See Buildings-— 
ETOLGCL 1 OU Mmtwiels ststsletsterte sistotatcis ests stenke FUNCTIONS: 
—- Management-Use Management 
FLOW CHARTS: See Management SCV COSapeleiele areteiereteteleloisicielcvelatsratsteratat nt 
SOTVICES cise ssc vs 50.0 0.5'o.0 0/010 0 01s sieieisies - Organization-See Organization .... l 
FLOWERS: See Funds-Non-public ..... 4 FUNDS: 
“CODBEAL . sc’ ss wae saa aie nil Cis Wim eee 
FOODSS® uvtarcteisuesiatctetstetecteccietete cle.csterctelatere mee: - Consolidated Ledger-Use Ledgers-— 
General .wc0s 5 sane vo en ens vie «eae 
FORECASTS: - Entertainment-Use Allowances ..... 4 
~ Financial~See Program, :eschaccaese 4 - Flower-See Funds-Non-public ...... 4 
- Personnel-Use Establishments and = Gi it-See Punds-Non-publie je. cam weet 
Manpower Planning .ccscsavcevseene J - Indian Savings-See Ledgers-— 


Indian ROR iehe Bieta wna oa oe oie era) wiaiatn enka aeeen 
- Ledgers-See Ledgers-Specific ..... 4 
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FUNDS: (cont'd) GRATUITY: 


— Non-public eee ob es OS ee Cee Ces eee = 
- Refunds-General-See AP-Vouchers 


and AR-Credi tavecsts «eae earsecee cies aa 4 GREETINGS: See Appreciation <.\..... 
— Ledgers-See AR-Ledgens) ices cle 4 

—- Retirement-See Pay-Accounts ...... 4 GRIEVANCES: 

SSChOOl|St ass eaee seine oe ee bes eae eee - General-See Staff Relations- 


- Superannuation-See Pay-Accounts 
StS CS scene ieteie toate ee at ots wtstecretee 

- Transfers-See Banks-Vouchers ..... 4 

- Trust-Indian-See Ledgers-Indian .. 4 
- Ledgers-See Ledgers-Specific ... 4 


Cash-See Pay-StatementsS ....ccocee 


Appeals eoeeeveeeeee eee eee 


Adjudication eeeeoeeeeee eee ee 


GROUNDS: 


=mGenebal—WGem lanl GSmmeratreterersrers 


JDUICOWESE IDWS SyeG IWeeKTe. Agacoagnao 5 


UWIRNALSLH OWES 2 SoS TREE cogacsao 2 GUARDS: 


FURNITURE: eoeeeeveeeeeeeeeeeeeee eee eo @ 3 GUILDE LETTERS: 


Management .e.ccccccccccccccccs 


Hon 


GARBAGE DISPOSAL: See Utilities ... 2 


HAND PUNCHES: 


GARDENING: See Lands-Landscaping .. 2 


woe 


eeeoeeese 


- Adjudication-See Staff Relations- 


eoeeveee 


= Security—See Security=Physical ... 
See Security—Physical ..... 


See Correspondence 


SCCMOLAELONELY teletelstee 


HARBOUR: 
GAS: - Dues Ledger-See Ledgers- 
= Accounts-Use AP=Uti1i1ties ..2..0.. 4 SPGCTL LC (elutes siste eeta ce oie eete stele s ot 
- Concessions-Use Lands-Lettings ... 2 
- Procurement, Supply-See Fuels .... 3 HARDWARE: See Building Materials .. 
= Wrhlttines-sae WihtisheNes gocooc6dca 2 

NOVAS) OR SUNN See WELLES oo ponocc 
GASOLINE: 
= General=Use LUClS wes ss cesice so een st) SNL pooncoomonowNo ouodD oon Cando 


= Utilities-See Utilities eceoeeoeeseeee 2 


HEATING: 
Regie IWS one oonooonc00oKOd 


GiutCS))2 - 
= Caneel, gKon0ncnsocsnoGocooSooud000 !! - 
- Funds-See Funds-Non-public ....... 4 - 
GOVERNMENT: See also under 

SUBJECTS ~ 
- Central Control Ledgers-— 


Installations-See Utilities 


Plants-See Equipment-Technical ... 


UEteLeres-ScesUbiirtres— 
Plumbing eeeeeeoec3seeeeeeeeeee 


WOrnkKInNes CONG EMONS  Nelelelsielcis es elelsleie es 


See Ledeathe. «a uuts ste cies ates cesses ont HIGHWAYS: See Lands-Roads .. 
— Co-operaion e@oceoeoereoee eee e eee eo eee eee l 
- War Book-See Emergency Measures .. 1 HISTORIC(AL): 


GRANTS: SHEET Pel iclalelc Oeteinte etorea ete tte ont mt 


GRADING: 
— of Land-See Lands—Development .... 2 ~ 
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Matters ceoeeoeoeeereeee ee ee eee 


Monuments-See Lands-Historical ... 


Records eooeoeeeeere eee eee eee 


Sites-See Lands-Historical 


Schedule 
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2 
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Schedule Schedule 


HOLDING POSITIONS: See HYDRO POWER: See Utilities ........ 2 
Classification ceccccscvsvoveussescs 2 
“ye 
HOLDBACK : 
- Ledgers-See Ledgers-Specific ..... 4 "I" CARDS: See Security- 
Tdentification <seacossxcvensvstsens 
HOLIDAYS: 
— General-See Leave sascscsncacestes 2 ICEBREAKERS: See ShipS wescecscoccs 3 
- Celebrations-See Ceremonies ...... l 
- Special Occasions-—See IDENTIFICATION: 
ADDPeCintlint: ssc 5e saan seb ae ows as ood - Bilingual Positions-—See 
RILINGGAT Te Cee swscauvanweee ns em 
HOLLERITH: - Cards-See Security- 
- Runs-General-Use Statements-— Tdeetitication sessessevacdsenewes. & 
APG R a ccnesrpevtcesaa nr eyacscsae 4 ~ Equipment-See Labelling ..:<s..sa@ 3 
- Special—-Use Statements— = ReOgrr ey pesca wenvun eae e we ee ee A ee 


Accounting Miscellaneous ....... 4 


IMMUNIZATION: See Health w.ceccenae 3 
HONORARY APPOINTMENTS: See 


AppOIMtMENtS secccceccesceasecececes J IMPORTS? See Duties seevececevvsesa 4 
HONOURS AND AWARDS: IMPREST ACCOUNTS: 
gk yt Me eee a rer ae ee ee ee - Bank-Cards-Use, AP-Ledgers. éieeaa5a 4 
aie DEC Uric: HOT Gee elaiaie sie aleverelete: evar a e.elere store? - Statements-See Banks- 
CEM eLCGr AWeLalS wreleie alelsiere oveiete leis isiels ae) SCACEHGRES Vide dawaetawa ses deuce # 
= Dnvestleuged: ..ccesanvacstvsvacece. - Cheque-Use Banks-Statements ...... 4 
= LONE SGEVIGE wyiccve net ecu ieneeane a J ~ Ledpers-Sea, AP-Ledgerg ascesccanss 4 
a LA si acu: ete une sesetk 9 oese: Beale nie dial as = VOUGKErS “Se Ge AY =V0uener Gar. icts sistant 
- AECORETI OCR Sax aws san Ans ieee been ae) o 
INAUGURATIONS: See Ceremonies ..... 1 
HOSPITAL: 
— Accounts-See Accounts Payable .... 4 INCENTIVE AWARD PLAN: See Honours . 5 
- Bquippent-See Technical ..sececses 3 
— Insurance See insurance. .</s. sce sce D> INCOME TAX: 
ee GRTICE GL Sais a vivinis e's cle 5 ace siainvaia! Sm a n'ai sn) 
HOTELS: See Sp LLCO NEEL Acute sislsiecele «sie alee) 
- Reservations-See Transportation .. l - T.4s and TP.4s Returns-See Pay ... 4 
HOURS OF WORK: INCREASES? See Salaries ce sccscesa oO 
= GRUETSL 65 i ate an Cel 6 MMe eee eee al 
— Cafeterias-See Gateterias wens <cee INDEMNITY: 
= Ganteens—See Cafeterias .\c6.c0sis« 0, it - Fishermen's Fund-See Ledgers- 
- Collective Agreements—Use Staff rp Ci@ulals HG aig setters <ualuieiele a ote ¢ s.¢ <5 apatetereutt 
Relations ..sc5ss Wee an bev Ree Kae 
- Statements-See Salaries-— INDIANS: 
Prevailing Bates .scsstesesun save. ot = General—Gee Cultures «<cecereawccc. | 
- Land Sales-See Ledgers-Indian .... 4 
HOUSEHOLD: Furniture .easeccscennes J — Savings-See Ledgers-Indian ...sss- 4 
- Timber Sales-See Ledgers-Indian .. 4 
HOUSEKEEPING RECORDS: Jc.ucesecceccss rretace - Trust Fund-See Ledgers-Indian .... 4 
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INDICES: See Records Management ... l INSTRUCTIONS: (cont'd) 


SNisinsieikas Soe WemkellsS Gag aoaouscons. © 
IDNIDUSIUUNGR ae Sereurettiay oacoccosce 1 


INSURANCE: 
INFORMATION: UVP LETATICORS” Ee ere ereuanererereiarste eee wie sama qerenre eit 
= Cenecel oroooponocsccoocdosuadumoo Il = PERSOME cogooncoooOobHacouGuooKE 2 
— Exchange-See Security “sessceceetecn L = Unemployment a wats aiaisisia's ms etete sie cinie! fo) 
= IGmeBlieeneosiac KSpOriEsS oagoodsod - Workmen's Compensation- 
- Management Systems-See SOe ACSIGIENES ocoooscanpscHoHoCCobKG 5 

Managcementa sei ValCeSumerete c:clelelelerslcvelele aL 

—wRelease-See SCCUIEL EV. sense ss esse oe INTELLIGENCE: See Reports seccceeee lL 
= SEPVILCOS anococodcaconocKGDSGsoodeo I 
= DEAEUIBENCS WSO ReMORES oooosccdoco 1 INTERCOMMUNICATIONS: 

= COningimleaekeis: goonnacnconnpoacdcasd | 
JORIS See INCCnCEMES cogoncasanG 2 - Installations-See Utilities- 


MDA OCIIME MENON nGagcasccnoGocD 7 
WNOCUE-MULONSS WSe Leib Sagga6KoGo 5 
GN ER NATELON AI eA LAUR Otc Beret stetetslenelelslererenee 
INQUIRY(IES): 
= 1KORUAGl OQu-Waa loveless: OF oooogoO acdc 
AIGa— sD les Caplan emeatels eo elers cleft ers ele ists 76 
- Corporations-See Corporations .... 
2) = Coxrwseea Gre oases Of cogaoccancc 
aime = Wulseslinlliine® oooupocogdadccna0t 
— Information SenviceS so... cies ssles 
- Investigations-Use 
IMNVESEUEMENONS sonnocatanooaaHoans | 
—SPaniianent=See wna mlulame nite telcleielsisreren | 
= Personnel—-See Inquiries .c.cssesce OD INVENTORIES: 
- Royal Commissions-See Parliament . l = Equipment-See Accounting, 62s .se2n6 OS 


INTERPRETATIONS : 
- Collective Agreements-See 
Statt Relations ness se os se sisnioaie se Oo 


INTOXICATION: See Staff Relations-— 
Discipline eeeoeeeeveeeeeeeeeeeeeeeeeeee 5 


FP Oe Ue 


INVENTIONS: eocereoereoeeeeoeeeeeeeeeeeeeoe 1 


- Manpower-See Manpower Planning ... 5 
INSIGNIAS: = Wo siery~yee Necouimciis sagaggenoon / 
= (Ceneiegilesae, BRGEES, oaaacancooucoco | 
- Procurement, Issue-Use Badges .... 3 INVESTIGATIONS: 

= €anerall cocacnoucoa00ceGoncooDGaued 
INSPECTIONS: = IAieSowimNl evs, Whilst SeGaadacs 5 
= At Trerart See AI TCraAlC weesss Cassese oO 
- Security-See Security-Reports .... l NVR SOU RURE Oats CCmHONOULS Mecrleleureteem 
= Vistts—U sel VA StICSE Winlels cletaletelelate a teleet f 

INVESTMENT: 
INSTALLATIONS : - Ledgers-See Ledgers-Specific ..... 4 
= leslie yer Wiel Gan joaon06 7 

INVITATIONS: 
INSTITUTES: See Associations = ASSOCIA Eos, lw, BEOCA Ganoscad I! 
and Cafeterias sees sls e'vielse cle oles e's sre - Lectures-See Information 


SOrvVAICeS= NO CEULCSSEteielels ctetetelelstersio coistn | 
INSTRUCTIONS: 


=P General-Use Circulars eoceeeeeeeoeen l INVOICES: 
— Emergency Measures-See - Accounts-See Accounts Payable and 
3 Emergency MeaSureS ceccccsecccceee | Acéounts BRecetvable "ov. 's'cs sec estes 4 
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INVOICES: (cont'd) LABEL LNG 2: raise aeie ace sleeae aly oeeiete ae ete 
- Ledgers-See Ledgers-Specific ..... 4 

~- Removal-See AP-Vouchers .eccesccece 
- Travel-See AP-Vouchers cecccscoeee 4 


> 


LAMB PAYMENTS: Use AP-Vouchers .... 4 


LAND(S): 
IRREGULARITIES: See Discipline .... 5 GENOME, es ee.eiis alee «eels se 6 eee viele atelete 
- Begquisition «sccsscansanpeen enna we 2 
ISOLATED POST ALLOWANCES: See - Concessions-See Lands-Lettings ... 2 
ALIOWATNECRS: Fi. s tars tiece Creatas urease 4 ~ Developient. cscscascvucee sense buna, © 
~ Disposal sis we wesen cen cane ce ume we 
ISSUE: = Ditching cisssccandenna ne On mace ale 
—- General-See Issue and also by - Drainage-See Lands-Ditching ...... 2 
type of equipment ...cccceccceeeee 3 = Excavation. .ccevcsscctencsenctanac. © 
- Accounting-See Accounting ........ 4 ~ FEnCiIng ccaesscseuscesvevesaeaane he 
~ Stales Bi-See Teale sass vessecvses, 3 —- Flood Control sinsenasdecdantswu ewe 
—~ Btorea~beu-lsaue: scaseeveccscntned 3 - Gardening-See Lands-Landscaping .. 2 
- Vouchers-See Vouchers-Stores ..... 4 - Grading-See Lands-Development .... 2 
— GieimesakerilierMimMamMee: SoodotoreGoic 7% 
EPLNERARTE Oc) eSGe ViUSULS ass cinteee «06 eal: SU EOR vis cia a aoe Sa ek nie oe pee 
= Landscaping vs <s004u.s nas « s'es'a es wale ae 
ales = Legal. Document. sane «5s xxinan amo 
> Lettings. sy cssman sa aia eee oa wk see 
JANITORIAL SERVICES: See Buildings-— - Mail Service Certificates- 
BS eee se ws va ns cine a as ea en Use Contracts ts sass se eiss eu sistaes a whee 
—- Monuments-See Lands-Historical ... 2 
JOB: = Panic Ne wAKCaS me cstevele erate etalerels ciett sieterouee 
- Advertising of Opening-See - Records-Use Lands-Legal 
Employment. ‘ss caticcscreustuevascane, DOCUMENES: 26 o¥ 4's 4 n6.cs a eee en wane we 
- Analysis-General-Use PREC Od COMPA CAS Mrerelelelareterer sie clerstererereie 
Classi Lent One erotelelereccierelersts cies ec ciee - Reforestation-See Lands- 
- Analysis-Descriptions—Use DEVE HOpPMET Eamtelere eters crorsiels sleleterete stereo cue 
CIBBERTACRCION, Sees «59 6 aoe oe ewaisis ei ERG Ad Siaeratateteleeletere steretoters oie avcraleiniercteremne 
- Sales Indian-See Ledgers-Indian .. 4 
JOURNAL: - Script Indian-Use Ledgers-Indian . 4 
- Registers-See Vouchers-Journal ... 4 = Security—-Use Security—Physiceal 2. 
~ Vouchers~See Vouchers ace anscneca 4 - Surveys-See Lands-Acquisition .... 2 
—VOLEES PASSA Ceietelcista evel olele slelecaichetohe eretsiee 
JUDICIAL SERVICES: Use Legal —JUserot—Usenhands Lettres or. «ls ciele ue 


Matters eeeeeeeeeeeeeeeeeeeeeeeeeeee 1 
LANDSCAPING B= See umdc. ss. ucisiee let eme 


a 
LANGUAGE : 

K.10:K.12 ACCOUNTS: Use - Designation of Positions-—See 

APVGRGCHETS: sees ccs a 8 as eae ae ee cea rt Bi ltaca lion 4. ss siden s anleekin's ¢ oieere 
- Identification of Positions-See 

K EE ise Otis a teceratelaleteceteters ese: < cures Bstiimetas LCi, aretepataters «916 <a eis ate aiaretea 
—- Requirements-See Bilingualism .... 5 

KITCHEN EQUIPMENT: > Traiminge—-SeeClral ning, c's nsw se 5 «west 

= Use Ca rererias te vihieewisiecsse 9 ele 0s ace steal — Training Replacements-—See 

OF Foods. aceceseece ec eneseareseyy soo Bilingualism 5 s05s oun we eke meso eee 
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LAUNCHES t+ (Se @CRSHIps: WGN sree e sols-s olsere 


AUNDERING soem Clio thin) Cumetetelerelelelerers 


LAWS: Use Acts e@eeereeeeeoe eee eeeeeee 


GAY SORESiies CemRe Ea reMme»nt Gurscs aletereiels 


LHAGUR SHES CeRASS OCH a ETOnSmictetelelelerarets 


LEASES: 


Buildings-See Buildings-— 
ACGULGAiteOnema nde o allaarereleleeletereie 
Lands-See Lands~Acquisition 

AVG SIECiS Ale roleretoleioleloereieleiele oleteloteielerers 
EeEEI Ne SEOSCmUAMG Siieretsleveletste ls okevelersts 
Witness Seen Uist lit CGile stslelofelelelete 


LEAVE: 


General eoeeeeoeeeeoeveeeeeev eee eee e eee & 
Adjudication-See Staff Relations . 
Applications-See Leave and 


Note eeoeeeeeeeoeeeeeeeeeeseeoe ee eee ee 


Rorms=Seer Leavenand sNOmem semis sie sie. 


LECTURE(S) (ERS): 


General-See Information Services . 
Briefings—See Briefings seccccccce 
Speeches-See Information 

SE@LVA CES eco eelvie «00 slslele ie «leleis\ele sielsie 


LEDGERS: (and Registers) 


General cececcvccvccccccccccesvoce 
Accounts Payable-See AP-Ledgers .. 
Accounts Receivable-See 
AR-LEdZeErS cecccccccccccccccccccee 
Allotment-See Allotments-Ledgers . 
Allowances-See Allowances- 
WedPeRS We crwiclerele|s sielele cleleleleleie\s clere cise 
Annuitants Cards-See Pay-Cards ... 
Benefit-Veterans'-See Ledgers- 
SPSCL il Cee orsfale elofete > elelelelelciclslererslelete 
Canadian Pension Commission-— 
See Ledgers-Specific scccccccsecce 
Cash-Blotters-See Cash 
Ac countime+bedsers wey. wicle els clelelele cisie 
- Books-See Cash Accounting- 
LEAEELS, covcccccccccscvsccceccce 
— Summaries Receipts Registers-— 
See Cash Accounting-Ledgers .... 


LEDGERS: (and Registers) (cont'd) 


iil 


Cont ral ComPcOlMmetetsstelelel siete clerste cle lele 
Cheque-Use Cheques-Registers ..... 
Consolidated Fund-Use Ledgers- 
Come malleratetee slekaretslstorels oletele otalclslerets) « 
Contract-See Contracts-Ledgers ... 
Control Central-See Ledgers- 
Central Control) 2.2 weiss clsicleiee cis 
Encumbrance-See Encumbrances-— 
ids CheSMeteteioietelersislelcletercis ietetersdetele leis: et 
Eskimo Loan-See Ledgers-Specific . 
Establishment-See Ledgers-— 
SHONOCMLIEANC Bad GOOD OOOO SOC OOO MOORS 
Expenditure-See AP-Ledgers ....... 
Family Allowance-See 
AllowancessLedsersiieicic slelelslsisictelelelcts 
Federal-Provincial-See 
Ag reementspbe deralllgretes slciaiclelelsle let) sl 
Fishermen's Indemnity Fund- 
SCemhedsers=s pecd fil Cmtetereiststarstetc slelets 
Harbour Dues-See Ledgers- 
SPSCiiCM ssreieielole aisteie s oie isis isteloiajeleis sis 
Holdback-See Ledgers-Specific .... 
Imprest Account-See AP-Ledgers ... 
Indian-Land-See Ledgers-Indian ... 
- Savings-See Ledgers-Indian ..... 
- Timber-See Ledgers-Indian ...... 
= dhewisicsinerey Iara iuachien) Aspooge 
Invoice-See Ledgers-Specific ..... 
Journal Voucher-See Vouchers- 
VOCE Sap oonb Ooo COO Oo GH Ua G0 Un 
Land Sales Indian-See Ledgers- 
jbachlein GonoooongdooKo0DDOCOGHOOUOS 
Loans-Employees-See Ledgers-— 
SPCC LCi te wie ee «sie, aie eiclelsicile)e sie isle le! o 
- Investments-See Ledgers- 
SPORES Snigoiddo 56.0 oO onOcanoms Ode 
Miscellaneous-Use Ledgers- 
General ceccccccccceccccccccccccces 
Old Age Security-See Ledgers-— 
SD PC Cilated Care: slelsiel a's elel oeletes elsielsicleis'e/ eles 
Open Accounts-See Ledgers- 
SPECIE Cl wc core:01e wo cielelss's/ 016 6 ele eicie.e ee 
Pension Cards-Use Ledgers-CPC .... 
Postage-See Postage Accounts-— 
JEG! AGS DON UOC ONO OOOROOOD OS 
RCAF Treasury Account Cards- 
Seepliedgers=Speei hams sled eels «c's 
Record of Legal Payments-See 
BEdgvecS=s PCCl iC eivle sieleicls's aleists elele 
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LEDGERS: (and Registers) (cont'd) 


Refund-General-See AR-Ledgers .... 
- Drawback-See AR-Ledgers ....eee-e 
Revenue-Use AR-LedgersS .wececcccess 
Savings Indian-See Ledgers-— 

PHGLAN css see os 044 0a eee esiss 6 esis ss 
Security Deposit-See Ledgers-— 
SPCCLE LC. A ween awiswde amie 56 #0 wisicis« 
Soldier Settlement-See Ledgers-— 
SpeciLic sccwnssceccevccescsesvecwe 
Stock Sheets-Use Ledgers-General . 
Suspense-See Accounts and 
Accounting-SuspenSe wesoveccceccees 
Timber Sales Indian-See Ledgers-— 
INdLaN. cscccsscssccscrsccsccvecens 
Travel Advance-See Travel- 
LEdSErS sev ecnwsvenceeceuscesvcece 
Treasury Bills-See Ledgers- 
NPCCILIG Secnceucencceceessevecesios 
Trust-See Ledgers-Specific <.sss.- 
Veterans' Benefit-See Ledgers- 
SPECLe LCy Reece 60s [0s ee 0 01s sles oie 
War Veterans' Allowance-See 
Allowances—Ledgers .rccccccccecene 
Wharfage Books-See Cash 
Accounting—-Ledgers ..sscccosccccecs 


LEGAL: 


General-Use Legal Matters ....eee. 
Boards. and Courts of Inquiry ci.n 
Documents-See Buildings and/or 
TADS aie o'winle ta ute latotelaletaietelsfetal slelererctete ts 
Investigations-See 

AMV EST ait VOUS sia le aise sie oie ie ielctelnte atats 
MALTOES. scsceneseruseccswacceces ss 
Payments Made Record-See 
Ledpers=Speci td Cy. cis sine cieleteretsteiete ete 


LEGLISLATIONS, (See ACES sre siiemieleisieters « 


LETTERS : 


Acknowledgement-See Receipts ..... 
Appreciation-See Appreciation .... 
Circular See Gireulars, (oc scsisle sss 
Credit-Use ARSCredi Eas wiecistea steers 
Form-See Correspondence 

Management ..csusccescecccsesnseee 
Guide-See Correspondence 

Management secwecasecdceeec sie es.aee 
Personnel-see, Inquitics: ..ssces«e = * 
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LETTINGS AND CONCESSIONS: See 


Lands eee eee eee ewer e eee eeeeeeeeeeeee 


GLABSLLTY =: Use Claims av 2 e cier @'e68 oe Ss 


LIAISON: See Co-operation ee eee eens 


LIBRARY SERVICES: 


General eoeoereerereeeereeeer ee eeeeeeeeee 
Material eoeoereoereere eee eee eee eeeeeeee 


LICENCES: 


Generally wie letelete’s as ate a lale a's elerkts ete ciate’ s 
Parking Permit Tickets-See 

LA Cences=PaASSseGeden «co lulatelstelsletele' cte'e 
Vehicles-See Vehicles- 
Registratdone wy cis sss sles se sieves ue 6 


LLFE 


Insurance-See Insurance eeoeoeeeeeee 
Saving Equipment-See Technical ... 


LIGHT( ING): 


General-See Utilities eee e reer eeee 
Accounts-See AP-Utilities eooeeeeeoe 
Working Conditions Woes wcss sess 


LIMITATIONS: eoeoeeereereeeoeeeeeeeeeeeee 


LISTS: (See also Ledgers) 
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Advance Listings-Use Statements-— 
Accounting Miscellaneous! "ssc see's 
Cheques-General-See 
Cheques-ListsS cscccccscccssccsccces 
- Cancelled-See Cheques-Lists .... 
- Daily Runs-Use Cheques-Lists ... 
- Deposited to Banks-See 
CHEGUCS HLS ES aes ote ctalaleleiele weiss (ole's 
— Pay-Financial-See Pay-Lists .... 
= Personnel—-See Pay—-li sts? Since. s 
- Returned-See Cheques-Lists ..... 
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MEASUREMENT : 
MAIL: - Work-Use Management Services ..... 1 
= CBRE oa occu x eae Ck aK stew ek wea 
- Accounts Ledgers-See Postage MEDALS «0 ‘See, HoriourS -e..tc + cs e's oe ofele sated 
Meeree slaves SOR aes ab ee es be ae een 
- Contractors’ Certificates-Use MEDICAL: 
COREL ACUS us ca ata aee oes Wiis vas oh eRe = General -See Health wvecccvensvaues oS 
- Land Service Certificates— — Insurance-See insur anCel rss isisissisiseee 
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—- Finanee-See Regulations ...ccoccee 
— Personnel-See Regulations .......e- 
= Purchase-see AP-VOUCHKEESIOs . cise 06 cle 
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—- Recruitment-See Employment ....... 
= KOMUUIAVETIOMS ooonccooDOGoDOOOD OD OOO 
= IXSORES. Gooon nC COD UUC OCI OUIOmOGOUvC 
= INGigiliceMEMES Sa GcoonGHOCOnUON ROO GUC 
= SAAS onunonooaadoonworonuodooTC 

= Wabi n@ctelL—oe. IE ooooKGomOoOO OO 
= Selnollevesitos oasocgouonncodKboKoONG 
—- Secondments-See Exchanges ..ecseee 
SOS CURLEY SCS MOC CUCHNE VmreleKetersisiaieceieiers 
= Salechilom Sicgmdaredds oonnoconcodo0cne 
— Separations-See Retirement ....... 
= SIWOIRES jap ocoornoonoooN oDDonOUmO OS 
= MSECUREAOe ees Joni WonpiksNe Gayaguagnc 
Ot aiid: wRenlartel ONSie ele leiedeloieleteteters tolerelels 
Totals tveSaSeer RE POLES isis siecle sere e's 
- Studies, Systems, SurveyS .....ce. 
—- Superannuation-General .......eee. 

= PaAV=SCCTPAY we swccc cossieee ces cs 
= Uh OH SexS, GlotweS: OF WORM aonocon 
cs Mea A LR oe OCD OOOO OG COKNOTIO O.OOIG 
ELIA Sus CHS Melee! stele telelelelelelelelorelelereisjerelels 
— Transportation-See 

TLANSPOTtatiONn seeeceeceecccsevees POSITION FILES: 
- Union Relations-See Staff - General-See Classification 


PHY SUGARS oH CURTIY ses Seeu ce CUGItyirs snl 


nm mnm Nn 


plelelels|sicletotelstels ereretclelsiotereralsioromn! 
- Accommodation-See Accommodation .. 2 
= Ivallahimnee ae Buniilcbinves a5agnocccoa # 
- Construction-See Buildings-Plans . 2 
—- Emergency—Use Emergency 

MGASUGES mieteletscloleleisieloroteretore ele: sfeicierelelone 
—SHsitimabes Uses timatesmeaertstctetdelele: 4 
- Manpower-See Manpower Planning ... 5 
- Specifications-See Buildings- 

PAE ATIG Welele! al oleliel el etalleicfelclatetsls)sciel ele lsverele a 


— Whestilsesvas PE OIC AE CONIC RESO Ee 


PLEDGES: 
= General Uses Campadtp i cimmsrets olstelersieis oie 
- Canada Savings Bonds-See Pay ..... 


Se 


PLUMIONE SOG WEIMGETAS Goooooaocae 2 


AQILIUONES 
= Carcieilasxs Oesermivevenon, poooodo55 |! 
— Records  DELINEELON secs ce cesses ec EDCtace 


Mone Onrnnnrnnnre Amn nannnnn 


ROUEN TIMES eeoeoeeeeeeeeeereeeeeeee eevee 1 


fons 


Relatlonstes ss ese cee ee cote es esses To gine! BuillabanAicih sagaosocugcdoouuG 2 
= Visas-See Passports, .<vecsucenecee 2 SmPersonne eRe COLUS miss siclele sic'el oie clelsiele PDE Ginx 
~ WApes-See Salarlesi, iss sv see a stse sD 

ANU LAY veces: ee an ec ceters e.a(eee se ete POST: 
= Working Condi eLouG. ss sem ease canes > ATES -SOCMOlaGS iti CclelOnins eletetsterest 

- Isolated Allowance-See 
PETROL INSTALLATIONS: See ALTOWANCES at scepe se tee ce secs ce ooo 
Witt Re sirs cies © ctelewete sie oa ere ee ate ei eee ee - Reports-See Reports-Intelligence . l 
PICELY CA Stis ante ante caine aie ao ateie ela cee nate POSTAGE ACCOUNTS: 

GCI C Lr ties weiss oa ee niente 6 cee eae ewe ne 
PHOTOGRAPH(S) (Y): ="LOUSCLS cele wees on shea tt eae bac eee 
= Canal Sas Wams conpocompobooocon I! 

and Information Services ......e08 1 POSTAL SERVICES: 
= Equipment ssciaescegetaucer ares cs eo — General—See Mail vc.cccocccoscesee | 
- Inquiries-See Information - Accounts-See Postage Accounts .... 4 


Services eeoeeeeere ee eee eee e ee eee ee 1 
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POSTERS: See Information Services . l PRIVY COUNCIL ORDERS: (cont'd) 
- Individual Payments-—Use 
POSTINGS: See Transfers weseccoesss 2 Regulations .ve.cecessanees ease nnen m 
POWER: PROBATIONARY PERIOD: See Manpower 
- Accounts-See AP-Utilities ........ 4 Planning-Performance Appraisal ..... 5 
- of Attorney-See Legal Matters .... l 
- Plants-Use Utilities-Hydro Power . 2 PROCEDURE(S): 
- Analysis-See Management Services . l 
PRESS: - Correspondence-See 
- Clippings-See Information Correspondence Management ........ l 
BAVWICEG wes ccccctnbas tapesncanes iit — Disposal of RECOrdS, <2. cvesesieies s OU ROUGLEs 
- Releases-See Information —- Management-See Management 
BGTVACES cn ds wv acwan ed ae’ Aud ve ween ch SErvices vcedecet des adetsnasedeeouss 


- Organization-See Organization .... l 
PREVAILING RATES: 


- Earnings Records Cards-Financial- PROCESS CHARTS: See Management 
SOG CePA LOE ered dace ccenens wesw nin Serviced < vesseaes urea ekaauaes wa eae 
- Employment-See Employment ......6- 95 
- Pay-Financial-See Pay-Lists ...... 4 PROCUREMENT: 
- Personnel-See Salaries - General and see also by Type 
Bd WAVEE «5 ¢ seek kes Nee 3 wa ean wd of Equd piientl, wes <a aces 5 we «cn eee 
Sh lswlishetchiemist-(2) ulieletun BAGO Comin 2 
PREVENTION: —) GONETSCE, DEMSTIOG. <x vn'n.0 ee +o meee ae 
TRC CIUCK ES UGE TACGTOCICS: 1ecicieis ale eisietne - Equipment-See also by Type ....... 3 
~~ Fire-Sog Bulldinge-Fires se... vecss0 2 = Ships-SeeSnipe os = pan wae 6 ceeee 
—- Measures-See Buildings- =" TemdeGs=Gerleusa lle stetetcis alee aielorereineiatemmey 
Pisce e 1 Olle oieis siele ce ss siatetele elevate eerste: — Financial—See, Contracts, «as<ses% 0 
= Ventedies=See. Viehdicles ss .ic:sc.e sis) oreleremn 
PRICES : 
—(Cabeberta~peesCateterlasiw. oe alelem cml PRODUCT: 
- Equipment-See Catalogues .scssecans 3 - Claime-Use) AP—-Vouchers, .5+-<sss00s00 
PRIMARIES: PRODUCTION: See Manufacture ....... 3 
- Allotment Transfers-See 
AP LOEMEN ES <= VOUCHECIS merercterstetetersteiers «comet PROFESSIONAL: 
- Expenditure Listings—See - Accounts-See AP-Services rendered 
Statedents-Abik Be. weaws cote se ooo OL ARAVOUEHETS evenness ewan daca awe 
- Machine Runs-Use Statements— - Employment-See Employment ....+.+. 5 
APSE: ctwis bc akcna od oe eaten a aaa ~ FPees-Sde Fete accuse saad = sees wom 
- Revenue Listings—-Use Statements- 
AP i hus abaliaasiev una hoes Sakae PROGRAM(S): 
- Stock Certificates—Use =" Gene yal —Scies Plan Gusctetelstele,ciefelsieis «latent 
APS achora. ha atic cu's's b o's sea hoe oma - Broadcasts-See Information 
Servilees-Radio Pmiceats + +6 cies wie sie siemen 
PRINDINGS  SGE" BOOKS: sies «icles ses vise ol - Career-See Manpower Planning- 
CEYCEE sie so a's snipe ran ae Asn sae ee 
PRIVY COUNCIL ORDERS: - Employment-See Employment- 
- General-See Acts-Orders PLOZTAMS cecceccccevescesesesesese J 
in iteunel Ven rwsn sake ae eee Wee eee ~ FOSECRGL Ey. cntaeiews ac ae sate wis pin ele 
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PROGRAM(S): (cont'd) PUBLICITY: See Information 
- Safety-General-Use Accidents ..... l Services 
= Personnel-See AGerdenmts: ister scsiels 


ceoeoeeeoeeoeeeeeeeeeeeeeeee eee 1 


PUBLIC SERVICE STAFF RELATIONS 


PROGRESS: BOARD: 
= GLaams-Use, AP=Vonchers fess sss «ewes 4 - Adjudication Decisions-See Staff 
= Payments—See, AP-Vouchers, .6s.es00 4 Rolatlons-AGjWatCatLOUM.. ye «sce. 50 
PIROWOMNLOMSS oosoooaneuoKOGDOcDODOGNOGO D IPURLIESSUUNES “WWE ioyoke shooooccoosag It 
PROPERTY: PUNCHES: 
SEBUEL GINS os a0 cose wigse sere stele sieve ereceis = Hand= see aptatloneri sewn ae cee weal 
=e bAINGS? eis. seats se sce save ce 6 sl sie 6.) 2 
— Misuse of Government-See Staff PUNCTUALITY: See Attendance ....... 5 

Neileveiemealeestlliine® gaacoocacs0dn » 
= ESS IES aonnaccanacnpooeon Uf! PURCHASE(S): 

- Buildings-See Buildings- 

PROTECTION: ACGULSIELONG sec we ccs cccawescvwnee 2 
- Buildings-See Buildings-— + Contracts-See Contracts “sc sscss% vo. + 


and FPLOGHTEMENE 3 scat .6 oa aee esse sso 
Equipment-See Procurement and 
also by Type of Equipment ........ 
- Lands-See Lands-Acquisition ...... 
- Local-General-See Procurement .... 
PROVINCIAL: = Finance-Use AP-Vouchers ...cecce 
= ACUS “s.siseeee cee esiwie ne ee > oe 'ceee se ce i - Orders-General-See Procurement ... 
— AgreementS-Genenral eciecscecoce see Ll = Finanee=See APSVoucheES je... wees 
- Finance-See AgreementS ...eeeee. 4 —- Requisitions-—General-See 
= COHGRSRMENOM CocconaccoooHoououdes. Il PROCUPEIICN I ce cla eeaw see 6 eine 08 c1e68 
= IMLscrloOng—See POINNEKES onocconscds Il =" Finance=-See AP-VouCchers (siecle es 4 
4 
1 
1 
4 


PAOLSCE MON Mesieleleleteleleielolelsteleleie) seve! cree 
Shire -Sees bussldine SS UleGe Sire les sicis|e)s 
= Pilocod-Use" Lands—Pllood Controls... 
— Security-Use Security—Physical ... 


rm hm NH NH 
| 


rPwFr WDM Ww 


—- Finance-See AgreementS wcesccecveece 
—- Legislation—-See ACtS ceccccecccces 
=> PrVllalwiwos eooereeeeeereeeoeeeeoeeeeeeeen 


PURPOSE OF SCHEDULES: ..ccccccceeeeee Preface 


= LAKCS  ocro ccre cle sles cleie sleleisielereleiecis ole Om 
PUBLIC: QUARTERMASTER ANALYSIS: Use State- 
- Accounts-See Statements-— ments-Accounting Miscellaneous ..... 4 
Accounting Miscellaneous ......... 4 
- Notaries-See Legal Matters ....... 1 QUEEN'S PRINTER: 
='Records Definition” 2. scecss cece s Prerace =? Payitents-Use AP-Vouchers << 5. sss. 94 
OCheGkie ydnnoacnennocesoonne Neal 
- Relations-See Information QUERIES: See under INQUIRY 
Se@rviCeSh. cine tice sis 65 os s9 sie seo bla = Pe 
QUESTIONS: 
PUBLICATIONS: - in Parliament-Use Parliament ..... l 
= General—See) BOOKS ec csstscscccsces I 
- Inquiries-See Information eke 
SEV LESS ln GtidstslGs matters tetetetalsletererelel oil 
- Library-See Library Services— RACE RELATIONS: “Use Cultures’ w..cce L 


Books eeeoeeeoerereeoeoereeeee eee eeoeee eee 1 
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RADIO: RECLASSIFICATION: 
- General-See Communications ....... l - Documents-—Use Security- 
- Advertising-See Information CLGAEANCES 5 siv.h on a-0.e @elsiera’s sixes Uy ee ehiL 
SETVICER sevvcuccnrentseeescevecss + = Personnel-See> Promotions) v5. eses «<2 
- Broadcasts-See Information 
Sarvicek cscaakacws ven guubae bie oa 6.0 /h RECONCILIATION: 
- Information-See Information - Bank-See Banks-Statements ...e.... 4 
Serviles vaadacvaceuwassnresce ccs t - Cheques-See Cheques-Bank 
- Installations-Use Utilities ...... 2 SEALEMENED \cneew ee es eke te cae Sea wee 
RAILWAY: RECORDINGS: 
- Accidents-See Accidents ..cccceeee | - Library-See Library Services ..... 1 
- Transportation-See 
TYanGpOreeti Gh we<cacaceceeeteneae o RECORD(S): 
- Wrecks-Use Emergency Measures-— —- General-See Records Management ... l 
Disesteraivarvesccsetactesnecnasen o - Allotment-Use Allotments-Ledgers . 4 
- Annuitants-See Pay-Files ..ss«seoe 4 
RATES: - Assiened Pay-See Pay sssasosaceunnat 
- Exchange Sheets-See Banks ........ 4 - Cash Control-See Cash 
- Express-See Transportation-— Accounting hedsers. «sss sisi hae eee 
oie Ica ets 6 cate elelelereiateccccieisic(s siete sil = §COTtUOG celelsleretelsisie cteleieie ele lsleicieleicleie sem tie nace 
—Shredgit eel ranspOGUACLOR leiese< 616i! = Dek inci UOnGwelslsteteisleleleic eisleicleel tise emu nenaee 
- Destruction Reporting ..secceccees Preface ( 
RATINGS: See Manpower Planning- - Disposal-General-See 
Pertomlance Ap DLad calms sts sic cisleis ecele f> RECOrdSs Mana CEMen tre sterere oleic clelcretstereuee 
=) PrOCECUEES Necleisis ecisic el cie syste eis peed a 
RCAF TREASURY ACCOUNT CARDS: =) Dupl dl Gat dont sisls leis cloves sicie celsius am Gerace 
Sue Lendgoera-specific cas cccesacwvscas 4 - Earnings Cards-Financial- 
See. PavqOCatds wae ea ek hea eee ee een 
RCMP : — ‘Perscnnel-See Pay-Cards jn aean wage 
- Allowances-See Pay-Allowances .... 4 - Historical-General-See 
HiStOElL cal a cecncas even kee sie aa eee 
READERS: See Microfilming ......... 3 = Value c voce as de eevee eas nee ae eee Eaee ae 
Appendix 
RECAP ITULATION: - Indian Lands-See Ledgers-Indian .. 4 
- Cheques Issued-Use Cheques- - Legal Payments-See Ledgers-— 
Tieo ESC Caled clam stereo etavelelel iefetcte te! sts ie,e itt SPCCr il Catste cs cic sleiatctalers eis sca storetereters wae 
MANAGE MEMt iets siete eleierslalelslere acts irene stein! 
RECEIPTS: = JOPMEr pone sas se.05stc450 nolo e 6a wee ate. © 
= Caneral) Sanus teaw aed = 08 6 oe's.0baae eee it —Pav-DGG: PAY os see 6 oe ase o's oa 6 ane 
- Accounts Receivable Vouchers ..... 4 = PENSTONSSC EG lPay « srcisteic gates ei eiers ere cent 
~ Bank=See Bankse-Vouchers ..cccencee 4 and: Pay-Li cts. sais cane sw wan oe owe eee 
- Cheque-See Cheques-Receipts ...... 4 = PE ESOUNCIL. sale eel sie ti vik sisle sin 6 sla sisla eee Deuce 
—- Summaries Registers-See Cash - Postage-See Postage Accounts-— 
Accounting-Ledgers ..cccccsccvccee 4 LEGSGES 00s cs caeees sseanneesaeme ie 
= Pablic Order. . wes assis © ccs s aincin eee Dems 
RECEIVABLE ACCOUNTS: See under - Refund-See Pay aneavceunsnsscnusdanan 
ACCOUNTS RECEIVABLE - Registered Matl—See Mail ica. cise 


— Salaries coer eee eee eee eee eee eeeeeee 5 
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RECORD(S): (cont'd) 


Schedules-General-See 
Records Management ....cccccccccces 


- Value eoeeeeeoeoereeeeeeee eee ee eee 


RECOVERABLE ACCOUNTS: See 
ACCOMUNESS ROCCE Val Dilomererete sielete siolateneieie s 


RECREATION: 


AreaSssee Lands sols «lc elelslsleisle) cls) oleve 
Peis OMNES Ce SPO GEGmrleleleleleieie oletelers 


RECRUITING: See Employment ........ 


RED CIRCLED POSITIONS: Use 
Gilbaicisclciait(@ateltOnmte tereroietonekenchercteneishers cterels 


REDECORATING: See Buildings- 
Maintenance eeeoeveeeeeeeeeeeeeeeeeeeee 


REFORESTATION-See Lands-— 
DeVedOPNeHiG ie eters olcis cle sleinlslclslelsiclsle slic te 


REFRIGERATION: See Utilities- 
Motie ConiGkticatoimuln, Scgonsoanadcoco0b00c 


REFUNDS: 


Accounts Payable-See AP-Vouchers . 
Accounts Receivable-—Credit ......-. 
Ledgers-See AR-Ledgers ..ccoccecees 
PavaS@eaPay s ciercieleisicleoleleleleie eleveleleie) sis 
Source Machine Runs-Use 

SitakbementSSAPecisk Wereie clelelelejelelcls cles is 


REGISTERS: (See also Ledgers) 


Attendance-See Attendance .ccccoe. 
Finance-See under Ledgers ..e.eece 
Manis Gace Manel atetereleleteleiolelsisicelsislarsielae 
Records-See Records Management ... 


REGISTRATION: 


Mail-See Mail eoceooeeeeeo eee eee eee ee 
WABI See WeInMmiecles Sasacocuacan 


REGULATIONS: 


General=—See GilscuiliaisS mr atsteloleieheleteloiols 
Dress-Seel CLOG Oia crsjclejes eielsleletstste 
Ball MAMCCurereleleleel sleleleletele elalels|eielelels/ oleic s 
Bi re=See Bui dineSshi GGSateretetscheisi= « 
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REGULATIONS: (cont'd) 

= Peiesomnell sonoocngosaotn odode saand 
= Teciberniavsyaxer KOM GogapnpaoKuEN 
SOE ACU EO Ly aOCC EACH S ureteetelejsiers ots love ais) « 


RELATIONS: 

= (Culiavieviewisge Gubeneas Saabaancdodt 
—- International-See International .. 
- Public-See Information Services .. 
= Geshe See Meskrie INSIIAVEO oa dosaas 
= Winsloniseey Siecink INNES GoG0acGh6 


RELEASE(S): 
= ibabmensnielealopn—exeye” SIS@ibiehiaty AGamoanoc 
= Legal=Use ACCT GENES 6% sjs\cc0' cc ccc 
- Personnel-Use RetirementS ...c..ee~ 
- Press-See Information Services ... 
- Security-See Security- 
IDMECANAENGM Gude oobonodo Go GbUOURoS 
- Deposit and Release-See 
WONG EES mierciexsisieieielcrcisclels foteretetefeterele 


REMEMBRANCE DAY: See Ceremonies ... 


REMITTANCE: 
7 Deduction-See Pay-Lists eooeeoeeee 


REMOVAL: 
- Accounts-~See Travel-Expense 

Cilla LMS Meetelepalotel shaleletaloke oielclelelel< sisletsterels 
- Advances-See Travel-Expense 

Claws goesdosascsceeacccnnouSanedc 
- Claims-See Travel-Expense 

GARIN ST iere 01010) ao\ls' elelisie/elee' eis cleiclelelsisiets 
— Expenses=cee Travel ses c.ceec oslcles 
ON OWm> Ce; WamdSSR OA GS MersleVelels siete lsiaters 


RENT(S): 

= W\RLIbGlineS— Sse Uibhiehbaes Gos Googn6e 
—COnt Ga cus 5 Cem COnthaCESmmalels sieisibisiele 
— Wehntels Sever lies) AR aabonusoCGagbCoc 
— Revenue=See AR-VOUCHeEFS Sccccccces 


REPAIRS: 

- Buildings-See Buildings-— 
ALECEALELONS sierecieleislelelccis cle ce 0 cintcie 

—- Equipment-See Maintenance ..ecssee 

— Vehicle-See Vehielles: . v.jccieiessic cere 
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REPORT(S): RETENTION PERIODS: .ccccccscccscvese Preface 
~ General ssvcsiseesvecvovestevsceses Eh 
- Accommodation-See Accommodation .. 2 RETIREMENT: 
- Annual (Departmental) .....eeceeee 1 - Allowance-Use Allowances ......... 4 
- Associations-See Associations .... l - Fund-Accounts-See Pay-Accounts ... 4 
a AMNEE LS ck ween c kA so ON OE beh only OPOe = LedverSee Leave sass sonnets eeu «come 
- Fire-See Buildings-Fires .....e00- 2 - Separation-See Retirements ....... 5 
= Intelligenc® scsestieseccscacecses! I 
- Manpower Planning-See Manpower RETURN(S): 
PL eine SVsA shee Fe wn ewe ea ckencen ~ General—-Use* Reporta’ .ssaieeseeuces SL 
- Post-See Reports-Intelligence .... l - Cheques-See Cheques-Lists: 
- Publications—Use Books weccoccoese 1 & Returned cect ucanse seus eencnawe it 
- Records Destruction ...cccccssceee Preface - Parliamentary-See Parliament ..... l 
- Security-See Security. scccssesccee | - Personnel—Use Reports: ..sscusccuns! 
- Training-See Training .sssscocssess 2 - Security-See Security-Reports .... l 
= <7 Avrands TPs —S6 Ge PAN tcrreta lates etarercheren eet 
REPRODUCTION: See Office Services . l 
REVENUE: 
REQUESTS: ~ General-Use: AR-General ..issseneue 
- Information-See Information - Accounts-Use AR-Vouchers ......... 4 
Services=Inquiriles ....acvcceecses I - Cash Book Ledger—-Use Cash 
~ Photographis-See MAps .ecssesaecses J Accountinge=Ledgers: 15's sass e's aie wre 
and Information Services-— - Listings-Use Statements-AP & R ... 4 
PNW RISO. 5 Wado 5 oe a wk ee ew nae ws ne ee - Statements-Use Statements-AP & R. 4 
- Publications-See Information 
SEL VICES quill Simetatelclolele's sisieta v! oven REVIEWS: 
and Library Services-Books ..csce. | — Performance-See Manpower 
Sete CLS tO so Cero: ts tk OS a ete slevete rete it Planning-Performance Appraisal ... 5 
REQUIREMENTS: REVISION: 
- Manpower-See Manpower Planning- - Classification Program—-Use 
GENET IN Woks tavere tote tc tateterekeletetsCclajetesesetote fete) =) Classtiteatronwse weet eee eae eee 
- Salary-See Salaries and Wages .... 5 
REQUISITIONS: 


= Cheques-See AP-Vouchers! scsi wee ce 
—- Death Benefit Payments-See Pay ... 
—- Equipment-See Procurement ..cccees 


4 RIGHTS OF WAY: 
4 
3 
—- Purchase-See AP-Vouchers .cecccevee 4 
1 
l 
4 


—- Legal Documents-See Lands ........ 2 
- Lettings & Concessions-See Lands . 


Nh 


—- Reproduction-See Office Services . 
- Transport-Use Transportation ..... 
- Travel-See Travel-Expense Claims . 


RIOTS: See Emergency Measures— 
Demonstrations eo € 6 S'S C18) 8.9 OC OS 2 8-8 2 Oe eS l 


RISK ALLOWANCE: See Allowances .... 4 
RESERVATIONS:: See Transportation- 


Hotel Re. BV 2 eee 2.2. EO 2.2 8 08.9. 0.9.9 £6 2,0 22.6 8. eo l ROADS: 
~ General-See Lantetyaw«cdtenndongume 
RESIGNATIONS: See Retirements ..... 5 - Transportation-See 
TEAMS POL Gates total etwtetercratetels/ cle etal atetamne 
RESPONSIBILITY(IES): 
- Organization-See Organization .... 1 ROSTERS: Use Nominal Rolls .....00- 5 


= Pay See Salaciad. .<ccvecacsontusee. a 


144 


Schedule Schedule 


ROTATIONAL TRAINING: See Training . 5 SAFETY PROGRAMS: 
= (CenenealWise NeGickwNee- an coudaanooen 
ROUTINE RECORDS <5 Usielisisie clelseissicleiesie Gerace —SRersonnel —Seemne CLGEN lS Uelseieiesieleiss 
ROYAL(TY) : SALARIES AND WAGES: 
- Congratulations-See =) Pinanci a l=See. boy wes eccisice «secs eo a) 
NACA TOM conocKOncoDoDoCcDCodo™ !! ELCNES OMG lMtaletetshel etetelel olelclelolslelerelelsierelerenee 
= (Conimiticnioncs—soe Pendibigivemte oogoons }! 
SS ULES NOKEHYES Adoosanansccmoodcn a! SALE(S): 
= WHOS OOE HOOKS co6qdosocadono0ons Ll 
RULE(S) (ING): - Buildings-See Buildings-Disposal . 2 
- General-See Legal Matters ........ 1 — Equipment seccccccccsccscesescseee 3S 
— Departmental—Use Circulars ....... | - Land-See Lands-Disposal w.cceccsee 2 
= Lesal=See Legal Matters civerece sc ct = Slips-See* AR=Voucthers ~.0.se0sess 4 
“Orders dn Councl | See NCC tees cs eet aie KG OCC MLR RCSS 5 alee cigie ic eie sigie ce salen? 
SOCHe AU Is OMe sislsterelslslelsicelslcleloleleletslsielsme DDC NCrEx 
= Ieeeigiiay boar See WEES ooooasGaon | SANITATION: 
- Cafeterias-See Cafeterias ........ l 
RUNS: (and Machine Runs) - Garbage Disposal-See Utilities ... 2 
- General-Use Statements-AP & R .... 4 = ibisiceilienenens-Uae Wiesilakeitas oogog6 2 
- Abstract-Use Statements-AP & R ... 4 = Wonelicilinyss Coivertiatome consaocgtcoooss © 
- Binders-Use Statements-AP & R .... 4 
—- Cheque-Use Cheques-Lists-General . 4 SAVINGS: (and Savings Bonds) 
— IBM Source-Use Statements— = Gael see CAInpeHuaIe coégooascansd 
AP ESR atetatctatere cle stec ae ae ssiere este} ant - Indian Trust Ledgers-See 
- Divisional-Use Statements-AP & R . 4 Ledgers=Indian® << sss cen siete ste'y 5 ean 
- Encumbrance-Use Statements— - Pledges-See Pay-Canada Savings 
RES A Roperteic ets sere’ elatetnety's as eats etc BORG see's sles se ga clasts s aww asec ent 
- Establishment-—Use Statements-— 
RP TS Rite tee ee cc cise seen tle ss sec en sant SCALE. OPS ToSUE + Sey LS BUC. sacle stesso 
- Estimate-Use Statements-AP & R ... 4 
- Hollerith-General—-Use SCHEDULE(S): 
StatementsaAP & Ri wwsecces cca nce we slit - General-See Records Management ... l 
—- Special—-Use Statements- SAD DAs Gail Ole OLmtalcstelstecielsisieissicls/ sles os end ee 
Accounting Miscellaneous ....... 4 — Arrangement Of cecccccccccceccceee Preface 
- Object-Use Statements-AP & R ..... 4 =~ Benetit Of Vescccccasssvssvecevece Lierace 
- Primary-Use Statements-AP & R .... 4 = Derimeten oonooodonoohooonsonoane [PEGE 
—- Quartermaster Analysis-Use State- - Files Disposal-See Records 
ments-Accounting Miscellaneous ... 4 Management cccccccccccccscccccccce I 
—- Refund of Source-Use Me OucSOMME Lateretelslelsisteletststetsterelels es siete a Pec x 
Statements-AP & R ..c.cccscccocece 4 — Purpose Of ..ccccccccccccscccsvces Preface 
- Source-Use Statements-AP & R ..... 4 = IULEGe GordooniomencGaGanoododmdo rood ADneMGhs. 
- Vote-Use Statements-AP & R .e.eee. 4 - Training-See Training-General .... 5 
= WENGE oss omoonscocéosurdoonsoGcoon apemehtes 
nom 
SCHOLAR SHIT NOs) sa sin a'ss sec 'c'a's s'n's se p80 ott 
SABOTAGE: See Security— 
Subversive waewecss wen sess sces ss ces i SEO HUN See Tiel canscoconent & 
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SCIENTIFIC: 
- Equipment-See Technical wecececeees 
—- Personnel-See Employment .eccceeee 


SCRIPTS: 
- Indian Land Records-Use 

Ledgers—-Indian ceccececccccccccoce 
- Program-See Information Services- 


Radio eeoeereeereeeereereer ee eer ee eee e eee 


SEASONAL EMPLOYEES: 
- Employment-Use Employment ...-eee. 
- Pay-Financial-See Pay-Cards:- 


SECONDMENT : 


Lists eoeereeerereeoereereereeeeeeeeeeee ee 


—- Personnel-See Pay-Cards-Lists .. 


See Exchanges cccccecce 


SECRETARIAL AND STENOGRAPHIC: 
SEC RULE TICO NDE rVIOCS Nels isis « alcle ccm s sie.e 


SECURITY(IES): 
General secccccccsececcccccessccse 
Buildings-See Security-Physical .. 
Deposit Ledgers-See Ledgers-— 

DPCCILIC cvecws cas wewcie vec cicwsieie 
and Release Forms-See Vouchers ... 
Guards—See Security—Physical ss. 
Old Age Ledgers-See Ledgers- 

DPECIL UG leislels o's cia sivisie sis clei on cl eieie 
PEESOUNG LSE Ce SECCULLEY Us ciels cles sie ele 
Shells-See Pulm! EUL Ce eniclcicislelelc sisiere 


SELECTION STANDARDS: ..ccccoccccvcce 


SEPARATIONS: 


SERV ICES: 
GOEDEL LD aeulela ec sisielere cial) stelate cela) ers.eis 
Buildings-Use Buildings-— 

Maintenance and/or Utilities ..... 
Ha Tour TOCESHIDO I. 5 s'civs sles ea lele ne sieve 
Drattine-See Ofrice (Servi Ges (ss... 
Duplication-See Office Services .. 
TnFOrMACLON wecccccccccccnccccvces 
ESE DEAE Y) se eceis\als st sie ia'eleis cals 'e.e e/sleleiete 


See Retirements .ecece 


Mail eoereeeee ee eee eeeeeeeeeeeeseees 


Management eeeeree ee eeeeeeeeeeeeeee 
Of fice eereereereeer eee eee eee eeeeeeeee 


Postal-See Mail 
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SERVICES: (cont'd) 

- Reproduction-See Office Services . 
- Secretarial-See Office Services .. 
- Stenographic-See Office Services . 
- Transcribing-See Office Services . 
- Translation-See Office Services .. 
— Typing-See Office Services ...se«e 


SESSIONAL EMPLOYEES: 
= Employment—Use Employment eooeeeees 
- Pay-Financial-See Pay-Cards:- 


LLSts eroereereeseeeeeeereeeeeeeeeeeeee 


- Personnel-See Pay-Cards-Lists .. 
SEWAGE : See Utilities-Water eeeeeee 


SHEETS: 
- Advance Ledger-Use 
Travel-Ledgers ..sccsesescvcccccce 
- Bank of Canada Exchange Rate- 
See BankS secceccccescsccsevccscese 
- Cash-Use Cash Accounting-Ledgers . 
— Contract-Use) Contracts-Ledrers “sic. 
— Exchange Rate-See Banks) 06 siwsc eo oe 
- Land Sales Balance-Use Ledgers- 
UTVALATI we whe cleats (erelse)eieiera cle eisicle isles crete 
- Savings & Estate-Use Ledgers-— 
LTV-CACATwvelie)e! oie olele ale ofele(eielelersiste sists! wale 
- Stock Ledger-Use Ledgers-General . 
- Reconciled-Use Ledgers-General . 
— T.A.—-Use Cheques-Receipts “2. sci «=< 


SHELLS: 
ae Security—-See Furniture eevee eeeoee 


SHEPS 
=) GONE Ta ly Tac she's in etofe ain iavevelalete(otatelelaistace 
= Ac ei dents-Sees Acer dents lsiele ois cis siare 
SUMS DOG ales eietatalaredete eters teiuie ateloieherdtatere 
= Instrumente-See, [Techuicalig. «asec ere 
- Transportation-Use 
TransSpOrtatson (s «sjeleieteis eialete:sialelalsists 
- Wrecks—Use Emergency Measures-— 
DESASECTS fete «lcle eisetentleleis vi elcieielele ls stele 


SLUR GRAVES” See Heavies oss «css we eerste 


SIDEWALKS: See Lands—Roads ..cccecae 
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SIGNING AUTHORITY: SPECIAL: 
-— Correspondence-See - Advance Accounts-Use AP-Vouchers . 4 
Correspondence-Management ........ l - Cheque Issue-Use Cheques-Lists- 
EL MAS OLA so cphecencceheceeisive eheisis ses es oA GEG ral iss terete ew ane ain sae emis Ket 
— WAVES S CCU Ca Views sretelelstelselsropetereiets okem> 
SIRENS:) See Builidings—Protection, . 2 - Machine Runs-Use Statements- 
Agcountines Miscellaneous (ise cele cele 
SITES: - Summary A43B Series-Use Cheques- 
- General-See Lands-Acquisition .... 2 sieeve Bothadnognnonooomeoon & 
- Historical-See Lands-Historical .. 2 
SPECIFICATIONS: 
SLIDES: - Buildings-See Buildings-Plans .... 2 
- General-See Information Services-— - Equipment-See Drawings <...csessces 3 
Motion Pictures .csesccccccccescece 1 =p UES Lets 1 e's < cisrs eiokeiayn’s 1s. 60 aos iscaeca eae 


=) idibrary—see  Libraryesenvili Ces. «sic! 1 


SPEECHES: 
SiuPS:s —- General-See Information Services- 
- Bank Voucher Deposit-See Banks- FOES goodoooGosGboonodGoonksGs | 

WOMCTIONS Mees ctsilele eis sis aie teks siete ereteie eke 

—$a LessSée@) AR-VGue ner Sl. sisi «see olay Ht SPORTS: 

= anil 5énooocé0sgonooobd6adoba0n DD 
SMOCKS -SeeuGLOtNING) ss06 08's 660 05) 5 - Equipment-Use Equipment-General .. 3 
SNOW REMOVAL: See Lands-Roads ..... 2 SPRINKLERS: 

= Wilts ey Ruskeboves—ees AGaonsaca 2 
SOCIAL: 


STAFFCING) : 
= GCeneral-See Employment "1s... «+e 


—- Entertainment-See Allowances ..... 

AMG PS POGES eleieisic isles s/slslelels slele vic sicrele 
—SPunctLOns=beGe ASSOC Tab LON Sunclslcisisiels 
- Security—-See Insurance .ceccececece 


ppendix 


=) ales eoeeeceeeoe eee eee eeoeeeeeeeeeee 


5 
A 
a Pat nu nate a lO COME AY) ve ieteiele sie aa eae 
5 
5 
5 


Oil aCiees 


= IMSS SENNAWES GHooonooos 
SOCIETIES sESGemAGSOCdcaltcOns meelelete eterenel —TiRGil a eA OMGuls sisleueheleleceisieteseistolerereisieteloiere 
= TradndnesUsiey lis adinlan oes sr0l sielsiclelelet« 

SOLDIER SETTLEMENT LEDGERS: See 


Ledgers eeeeoeeseeeeeeeseeepeeeeeeeeeeeee ee 4 STANDARDS 
—EChasGubted thon-oee 
SOLICITATIONS: Gila sisishl Cates l wesvetelavelerercke: siatstensietscistene 


= 


— Business-See Corporations ..cecceoc — Selection =See SeleChlOnmseisiccis seis 
Si Ghiaiadtatsa blke—Scem GallparonSmislsleisteleisie smn! - Work Measurement—Use 
Manaicement oe Ve Sa sieleisisisleloiers is sieisiael 


SOURCE: 
— Cheque-IBM Runs-Use Statements-— STANDING: 
ND” Res ecaptahesetatedebatsaabeiels ietals eisinielarsiets ia SEeAdiVvAances-UGemACC OU: Smislersiele sleleseis tals nie 
— List A & O-Use Cheques-hists= — OF Ten ACY COMA EG |: oisic eustsis eie5.0 oie. eagie 
Geri tal Wass sss suale ete ae aia nie eee 
- Summary O-Use Cheques-Lists— STATEMENTS: 
GOMe Dalits wists steeiele sc 60 hace sina eer ae GOmert ail Saharan Ca: allN welelelekele¥e oketslercastekeio mit 
— Accounting Miscellaneous .....se0e 4 
SPACE SS OOMACCOMMOC GEO DEmelsleleieletele enc - Accounts Public-See Statements-— 


Accounting Miscellaneous ......... 4 
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STATEMENTS: (cont'd) STOCK: 

- Annuitants Earnings Records- - Certificates-Use AP-Vouchers ..... 4 
See Pay-StatementS wececccccesecee - Ledger Sheets-Use Ledgers- 

- Associations-See Associations .... General’ so.sscrsseerteeeasseunuans 

- Bank-See Banks-StatementS ..ccceee 

- Cash Gratuity-See Pay-Statements . 

— Cheques-Bank-See Banks ..ccccccocs 
- Imprest Accounts-See Banks ..... 

- Companies-See Corporations ....e-. 

— COrpOratiONS cesececccccecsecceces 

- Earnings Records-See Pay- STORES: 


STOCKTAKING: See Accounting ....... 3 


STOPPAGES: 
- Work-See Staff Relations-General . 5 


mre Freer ee Lf 


Statementar. seeveves es vs as bes cannes - General-See under Equipment ...... 3 

- Anmitants-See Paw i.sicaceeacss 4 - Issue Vouchers-See Vouchers ...... 4 
- Encumbrance-See Statements-— 

APSEGES Ci aaween eaNe CU UER Ss Cte ta STREETS: See Lands-Roada Vi. vecceas + 
- Establishment-See Statements-— 

ROTOR L Sy oceans cumhek See ak bee ees Oo STRIKES: See Staff Relations- 
- Expenditure-Use Statements-— General (pes eeuax caw de a'pe 6 aed Sala wim wlecelee 


AP & R wee re esrctra. Sai ia ote ia eer eister eo elereset al ene 


- Imprest Accounts-See Banks ....... 4 STUDENTS: See Employment-Summer ... 5 
- Primary-See Statements-AP & R .... 4 
- Public Accounts-See Statements— STUDIES < 
Accounting Miscellaneous ......... 4 — Personnel viescc sna ce evans «deca eae 
- Revenue-Use Statements-AP & R .... 4 
- Sub-allotment-See Statements-— SUB-ALLOTMENT : 
Read bane «a ens Ce eae eas Re - Encumbrance-See Encumbrances ..... 4 
- Vote-See Statements-AP & R ....... 4 - Expenditure-Use Statements- 
Nee) ee er eee ee ee ree ee es 
STATIONERY t. 5 waSik Ves twee eee wa b'ek* oO - Revenue-Use Statements-AP & R .... 4 
STATISELCS: SUBMISSIONS: 
—" General SECM REDO EGU cele aleleveisientctenel TRG COLI s eles s) elere el cleletel sista’ sl etricisiciete cameo DE Cir 
- Accommodation-See Accommodation .. 2 - Treasury Board-Use Correspondence 
- Manpower-See Manpower Planning- MANAPEMENE wecccccsenes eeansesee awh 
RG GOP UG sudan ce keds bees Maula ate ena nae 
= Personunel—SeawRe porte. . cs eles e's'ee's) SUBSCRIPTIONS: 
- Time Studies-Use Management SRA SIGH Mich 1 OSs Le anatelereteiaratsiniete. eae ore. e clone 
DEEVICES W5A GG ses ck ee ee eee eee - Information Services-See 
- Work Measurement-Use Management Information Services-Newspapers .. l 
SMV CASH wictelelctilatetelsle cleteieles sreiaaterstes Ae = Pi brary cervice's (cists. c 1s .e1<.¢ steretans 
- Magazines-See Information and 
STATUTORY: EMpRAryRDCLVECES (se etaislerestete celare caremee 
- Declarations-Lost Cheques-See - Newspapers-Use Information and/or 
Cheques-Lost) 406s s\s 2% as eee eke ae Ld brary Services 2eak + ssu0 ceca am eeen 
= TNnGrRASeS—5Oe SAAT TES Us cic cs «cence - Periodicals-See Information and/or 
=KOPAEKE= OSC TAGES. 6 o0\e.4 sels ss erates mintoremee LUDrary Se CViCeSteetetate’s elale a'e clolerelataeenen 
- Regulations-See Acts scecsscscesece | 
— Rewislons-SeeySalarlesiay, «esc s stcuten SUBSIDY PAYMENTS: Use AP-Vouchers . 4 


STENOGRAPHIC: See Office Services . l 
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SUBSISTENCE ALLOWANCE: See SUSPENSE: 
AT TVOWANCE Smerctel ercis cdl acte.ctelatete crete chotetarete RG - Accounts-See Accounts and 

ACCOUME DMG wetcte cia ecteleiole c ctetslcreteretelevercitct 
SUBVERSIVE ACTIVITIES: See - Ledgers-See Accounts and 
SOCULLEY, .tdiecste whale helvinie atetwterel aetetaraeiatara tie ACCOUNEENESS se vse cele eee ws Sees. Fe 
SUGGESTIONS: SYMP OSTA Sees Commitreesm recite etareieietetornl 


sae General-See Honours eoeoeeoeee eee eee 5 
= Crelavechtuly MSS Goosenosmonmoondnne Avopjreicbisx SYSTEMS: 


—" PETSOnnel See oEUuddes meres ctelctstelere cin 
SUMMARY( IES): (See also Statements) 


- Cash Receipts Registers-See Cash cele 
Account ine—ledgereey. cess sles ss wrerene 
—- Cheques O Source-Use Cheques- T.A. SHEETS: Use Cheques-Receipts . 4 
ENG GS eave asta siete oie ei tisloraie ols sisteit ave eva 
—- Payroll -Time=See Pay-Rayrobl ..9.04 TABLED MATERIAL: See Parliament ... l 
- Special A43B Series-Use Cheques- 
LEG Sareea) eotecvoleterckoteUereretevel clorescceceteterevere mst TAPES): 
- Magnetic-See Data Processing ..... 3 
SUMMER: See Employment (.......00056 - Recorders-See Office Appliances .. 3 
SUPERANNUATION: TARIFFS: 
=GENGTALAS SN bse wb ees thaw Ses ke cele Oo =- Genetal=See-DutLes teu tetacecc es cue t4 
= AC COUNLS=S€GaP ay co tcls ses ca eelew sso - Transportation-See 
- Pension Payment-See Pay-Lists .... 4 Transportation sisedcccccersscccone 
SUPPLIER ACCOUNTS: See TASK FORCES: See Committees ....... l 
Accounts PavablGuna.. «+4. ss.ewe it stele aA 
TAXES: 
SUPPLIES: INC) Lie e mieiele ane ones oletel sy s/aie.s aes tnteremare 
—sGonerall=SeceeLqudpmemtmtelcietcietslcietetetelem © LING OMCMe tele ele leteleletelete te reretere eters ote elatereteie) 
- Accounts-See Accounts Payable .... 4 ~~ Income-SeerPave ss sete tewas secenle eet 
—HAVIatLOn-S@GeAVEACLON: wae vaw ee sels oS 
=I Medien =SeequMedical my. «s.ns sss ele 16605 TECHNICAL: EQULPMENT +) % WG ss oles olsle samo 
SURPLUS? YAN \te'e Sie a tee slates oss aleve a odo TELECOMMUNICATIONS: 
— Equipment—-See Technical <i e.c%..56 3 
SURVEYS: = ihnigecilietome-sae Wiemltenes oogooo 2 
- Land-See Lands-Acquisition ....... 2 - Systems-Use Communications ....... 1 
- Management-See Management 
SEEVICES? 4 Sis tetelelats te sia late oleinse ele eels ote ree TELEGRAPH: 
= IPeErsonnes=56e SEUGLES, guises eels ele sel - General-See Communications ....... l 
- Security-See Security-Reports .... l =“Accounts-SeevAP-Utilit lest vite sees oe 
- Installations-Use Utilities- 
SURVIVAL: Telecommunicatlons s..elsse's'ce sles e 2 
- General-See Emergency Measures— 
Nat LOTAadS t%staletars'aretetaketetetalatefetetatsyeretelets 7 TELEPHONE: 
— Buildings-Use Buildings-— = General—See ‘Communications “eece.se L 
PL OESCEDON pare! stele-sielotetetatetetutetelets telibelwre 12 SS IXECCNIMES aS MINERS LES HAcadodoo | 
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TELEPHONE: (cont'd) TIME: 
- Installations-See Utilities- - Of f-See Hours of Work cecccccceeees 2 
Telecommunications weccccecceseeee 2 - Payroll Summaries-See Pay- 
Payroll \essaec dhavccncddcsvaqonve 
TELETYPE: See Communications ...... 1 - Studies-See Management Services .. l 
TELEVISION: TOURS: See Visits cscecesessscvuses 
- General-See Information Services-— 
Radlg  eadvews stars oeaeuspauae ve saiik TRAINING: 
- Advertising-See Information = Gene talyawes sce beect vee she ene ee kee 
SETViCEs cc crccsctacveccseuncssaae 1 - Equipment-See Educational .....ee. 3 
- Broadcasts-See Information 
SSPvitee-RadiG Vcsscccba see eee ewan A TRAIN WRECKS: See Measures-— 
DIiSASCEYE wc ence eunenenexceweeneueweus 
TENDERS : 
- Acceptance-See Contracts ..cccvcee 4 TRANSCRIBING: See Office Services . l 
- Buildings-See Buildings-— 
Construction, weecstecsvucesccsuses 2 TRANSCRIPTS: 
—- Equipment-See Procurement ........ 3 — Cheque-See. Chequed <.sciseunvacuval 4 
TERM(S): TRANSFER(S): 
- Appointments-See Appointments .... 5 —- Allotment-See Allotments- 
- Employees-See Employment ....ee+.- 5 Vouchers sccccccccccvccveccccesess 4 
- Of Employment-Use Staff Relations-— = Bank-See, Banks-VouchGrs, «os ss<seeune 
Collective Agreements ,.<.cccosnes 2 - Buildings-See Buildings- 
BOGE ELON ee aint wine sie whi «Sala wie ele 
TERMINAL ALLOWANCE: See and-Disposal .scccucsseccsasecdeaa & 
PS ee ae ee ere. a ee, = “EA CUUET ACC rs as pen moms ae Kom een ware 
NEC ii pmentoCewACCOUNE INO Ics eielesicteme 
TERRITORIAL: — Lands-See Lands—Acquisition ...... 2 
~ ACtS-S66, ACTS, av cnasevasseercr senza t and-Disposal  sccocecsiacsvaescccese @ 
- Agreements-See Agreements ........ l =] iMpecermiell Aojggocuatoacanoodosacuse © 
= (CO-aperablon AndRULaLSOMi wdc ee sce = IRE COLES isis eleale o siatels ele lale ete ticle ere cles Eee Cem 
~- Legislation-See Acts c.csccseeeeee 1 Appendix 
- Stock Certificates-Use AP- 
THEFTS: NOUCKETR: dextecs asap nes sick np ee amin eee 
- Boards of Inquiry-See Boards of .. l - Suspense Accounts-See Accounts ... 4 
- Investigations-—See and Accounting-Suspense ...eecceee 4 
IDVASEA SALA ONS er lersisisietetercreteiste crereiels «uae 
TRANSLATION SERVICES: 
TICKETS: Soe OEE Ce SOLV ICC) vce le nis pin awe oo See 
— Parking, Permit—See) Licences. w..6s) ut 
- Transportation-See TRANSPORTATION: 
Transportation: «4 a\s es ve usies<apame A “GORGtaL so nis's 0's Kamen 68 arene wala bere ee 
= AUE) Rade ROA GRC Valse wesc) sta ol ame 
TIMBER: - Allowances-Use Travel-Expense 
- Indian Sales-See Ledgers-Indian .. 4 AGW OS cece seseloyenehegersteratancieiecsnetecein iste tatehenece 


- Warrants-See Travel-Expense 
Claims agcduculsleleSisieusivceuace alacctale aici one 
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TRAVEL: TUITION FEES: 

- Advances-See Travel-Expense Ss inidivadual—UsemAP-Vouchetcm.ss sere elec 
Claims Seven acces ceeense seca ee chew - Subject Matters-Use Allowances ... 4 
="*Cards=Use (Travel-Yedsers¥s see. s 14 
- Ledgers-See Travel-Ledgers ..... 4 TYPEWRITERS: See Office 

— Allocations ls os atctenv eres sev e's ees Appliances cwcsccsncccecnssasccceeces J 

= Expenses Claimai,icccacces ceed ce eee ts 

—- Removal Expenses-See Travel- TYPING SERVICES: See Office 
Expense+Claims@epecacccss cece cee s 14 SOINAKCSS GoooomonoupQoooORNCOmMGDOogoo ll 

— Requisitions-See Travel- 

EXpensesChaims Peewee rec ve cr eee cies e146 Eis 

— Warrants-See Travel-Expense 
CLA MINS ee sieiele ciele ieee eeu ere cle ereieie sere eal UNCLAIMED CHEQUES: 

- Lists-Use Cheques-Lists- 

TREASURY: Returned-Subsequently Cancelled .. 4 

- Bills Ledger-See Ledgers- 

Speciise se siivecevccaas ae easeas ee cet UNCOLLECTIBLE CLAIMS: See Claims .. 4 

- RCAF Account Cards-See Ledgers-— 

Specilvemeaptsgeteccree ees cace ers 4 UNDELIVERABLE CHEQUES: See 
Cheques KROUCUENCC mais ele civtale siete sia s\aieeie et 

TREASURY BOARD: 

- Allotment Transfers-—Use UNEMPLOYMENT INSURANCE: See 
Al lotments—Veacherses 5 sss sss vss se 5 at IDMAMNRINES cooonoabosbobosaoabonweone © 

= NGUMUEES ES INES ooooounoouDoduoOn ll 
- re Individual Payments-—Use WINIESORIISG Bes Giese ooommocacsonn 2 

Reou lations Wen vis clos s stele sere «e's <6 ot 

- Submissions-—Use Correspondence UNION RELATIONS: See Staff 
Mamacemenitierteriesters sve cies eres eietsieletcren ReEMAETONS Hs cries ssise ¢ eevee ecole clove ere. e ersiet D 

- Transfer-Use Allotments- 

VOUCHEIS: Soavevedecce tee ceswoecne 4 UNITED APPEAL: See Campaigns ...... 1 

TREATIES) See) Internatztonalre ct. cere! UNIVERSITIES: 

- Co-operative Programs-—See 

TRESPASS INGO Gem Lands mersietetetersereleis ei Din pLovMent. Pico oteaMGameleletstetstsioleieterslels a> 

TRIBUNALS: ULILEEDESs 

— Adjudication-See Staff Relations-— = General .ccesecbeovseveseaccesaaen a 
Ad judicat tone sates ta ccs cece s eee eo —WACCOUTIES=See CAL — Ute ili tes mitetere sie erent 

= Miie [CoavelenOuiGres on concicrmcen Oo nitoe 

IDROG CIS WES WSIMKOHES Gasoogqchobocan © = COnSETUCEION” So Nas tee me tes o4 ces we ee 

= Canreye Disyosel soodclocoganonscag 2 

TRUS Ds BCA S Ea cele ete RAT ae RE eee oe ae 

- Agency Accounts—-Use Ledgers-— —- Heating-See Utilities-Plumbing ... 2 
Tins Cian ve ates wieie dretsteterels afere e's cisieee aon a LChEG eGWE Valse atale cleiniviste cle eisia se tte meee 

- Indian Savings-See Ledgers-— = IbGiEEVEONS  oocnetcooacneonounoo 2 
Indian Seite ntets ceases aero cece se LATS ache meee etevere niet eee a erates Miele mete ee 

- Ledgers-See Ledgers-Specific ..... 4 = Ivins copcomonotoonnoconcao good) 2 

- Refrigeration-See Utilities- 
TUGS: “See°Ships 2c... s sno ese reece sero Nowe CoryshiestomulNe Gogosoncpooocopon 2 


—oeware Sees Mitel eS—Watber ws. «ese el 
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UTILITIES: (cont'd) VOUCHERS: 
- Snow Removal-See Lands-Roads ..... 2 = General Vecesceeewendeeevekscvencs & 
- Telecomminications ssecesesccsesese 2 = Accounts Payable secccesscusecsses 4 
- Ventilation-See Air Conditioning . 2 ~ Accounts Recelvable, eavcadcnscusees 4 
= WACal eavatisrts vec haad uns Gap bes eae - Allotment-See Allotment .......... 4 
- Bank-See Banks-Vouchers .eeeeeeees 4 
UTILIZATION: —- Cheques-General wccccccscsccscesse 4 
- Manpower-See Manpower Planning- - Abstracts Attached sesescessatee 4 
COUGEHL, cauacekad ches 0 aee nuh eeeas —- Journal-See Vouchers esesessesasas 4 
- Returned-See Cheques-Vouchers .... 4 
pA - Security Deposit & Release Forms . 4 
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